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CHAPTER I 
THE PROBLEM AND PROCEDURE USED 
I. W PROBLEM 
Sta tement  -- of t h e  problem.  The purpose of  this 
study was ( 1 )  t o  p r e s e n t  a proposed o r i e n t a t i o n  program 
Ln guldanae and counse l ing  f o r  aecondary schoo l  adminis t ra -  
t o r s  and faoulty members, Creston,  Iowa, and ( 2 )  to develop 
a g r e a t e r  unde r s t and ing  o f  and i n s l g h t  i n t o  t h e  t o t a l  
guldance and counse l lng  program. 
Guidance is n o t  teaching,  b u t  i s  an  a i d  and supple-  
m n t  t o  good teaching.  Guidance i s  no t  ereparate from 
aduca t ion ,  b u t  is  a n  e s s e n t i a l  p a r t  of t h e  t o t a l  educa t ion  
program. 
The emphasis in t h e  s t u d y  was g iven  t o  t h r e e  a reaa :  
1. Topica t o  be covered. 
2, Methods and dev ices  used t o  i n i t i a t e  t h e  o r i en -  
t a t  i on  program, 
3. Du t i e s  and r e s p o n s i b i l i t i e s  of  t h e  pe r sonne l  
S ign i f loance  &problem.  The p u b l i c  school  
t e a c h e r  must c o n t i n u a l l y  prov ide  anawera t o  ques t ions  conaern- 
i n g  h i s  a t t e m p t s  to prov ide  f o r  t h e  many needs of t h e  p u p i l s  
i n  the classroom si tuat lon.  A t  the present  time few teachers 
have had formal t r a in ing  i n  the f i e l d  of guidance and coun- 
se l ing.  A s  Harden haa wri t ten:  
W i l l  our achoola remain as cold s torage systema 
f o r  the  mi l l ions  of high achool youngsters i n  t h i s  
country, o r  have we the imagination and courage t o  
develop a program of education t h a t  w i l l  be mean- 
i ng fu l  f o r  each individual l l  
The problem of' meeting the  ind iv idua l  needs of the 
young people i n  our schools today is a l a rge  one. The 
American i d e a l  of an  education f o r  a l l  ch i ld ren  l a  not a 
simple taek. The problema involving theor ies  of learning, 
individual  differences,  and pupi l  readiness a r e  aome of 
many problema i n  t he  l ea rn ing  process, Meeting the needs 
of our young people is very d l f f  i c u l t .  
Many achoola s t i l l  do not have a formal guidanoe 
program under way; others  a r e  working on ways of improving 
and expanding t h e i r  present  programs. To develop e f f ea t l ve  
guldance programs o r  t o  expand t h e i r  present  programs, 
achoola need concrete help. 2 
%dear L, Harden, 2 Organize Your Guidmce 
Pronrara (Chicago: Science Research ~ s s o c l a t e s , ~ ~  
p. ii. 
' ~ e n r ~  B. McDaniel, Guidance & the Modern School 
(New York: The Dryden ~ r e e a ' z n  P. fT; 
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The i n i t i a t i o n  of a n  o r i e n t a t i o n  program may be  one 
of t h e  e o l u t i o n a  t o  t h e  problem of e s  t a b l i e h i n g  e f f e c t i v e  
guidance programer i n  echools. Teachers must have t h e  know- 
l e d g e  and s k i l l s  neceaeary to  c a r r y  o u t  the  guidance func t ion8  
if t hey  a r e  t o  be succesaf'ul.  There wlll b e  a few t e a c h e r s  
who w i l l  have t h e  neceasarg  background and t r a i n i n g ,  b u t  moat 
w i l l  have had a l i t t l e  t r a i n i n g  i n  t he  f i e l d ,  Er lckeon 
a t a t e d :  "That a good schoo l  i a  a growing achool  i s  a 
m a x i m  sugges t ing  t h e  need for  increased  emphasis on in-  
s e r v l c e  t r a i n i n g  programe. "1 
Good guidanoe proceduree come only when a d m i n i s t r a t o r s ,  
t e a c h e r s ,  uounselors ,  and o t h e r  school  pe r sonne l  develop an  
unde r s t and ing  of t h e  b a s i c  problems they  face and examine 
a o l u t i o n e  i n  a coope ra t ive  atmosphere. The q u a l i t y  and 
o x t e n t  of  t h e  o r i e n t a t i o n  program i n  guidance f o r  a l l  staff 
members w i l l  p l a y  a n  important  r o l e  i n  t h e  e f f e c t i v e n e s s  of 
t h e  guidance program, It should be  planned s o  t h a t  each  
staff member w i l l  unders tand h i s  p l a c e  i n  the  program. As 
Er ickson  and Smith have s a i d :  "Eqperience i n  t h e  developing 
guldance program and t r a i n i n g  f o r  more e f f  ec  t i v e  p a r t i c i p a t i o n  
should occur  simultaneously. n 2  
l ~ l i f f o r d  6. Erickson,  A Bas i c  Text f o r  Guidance 
Workers (New York: ~ r e n t l c e - ~ a i l I n c . , ' ~ 7 ~ p ~  
' ~ l t f f o r d  Em Erickson,  and Glenn E. Smith, Orgahlgat ion 
and Admin i s t r a t i on  of Guidance Serv lcea  (New York: McGraw- 
ml Book Company, ~ n c m , w  
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R e a l i z a t i o n  of  t h e  need. There was a t ime when t h e  
--- 
p u p i l  s p e n t  t h e  e n t i r e  dag under  t h e  guidance and leadership 
of one teacher .  The p e r s o n a l  and i n t i m a t e  r e l a t i o n s h i p  
between t h e  pup11 and t h e  t e a c h e r  was s o  c l o s e  t h a t  t h e  good 
t e a c h e r  knew t h e  p u p i l '  s problems, b o t h  p e r s o n a l  and aoc ial. 
Today t h i a  procedure  e x i s t s  on ly  i n  t h e  e lementary grades.  
Secondary schoo l s  have become s o  s p e c i a l i z e d  and thus  depar t -  
menta l ized  t h a t  t h e  t e a c h e r  i s  p r i m a r i l y  i n t e r e s t e d  and 
t r a i n e d  i n  one b a a i c  s u b j e c t  m a t t e r  f i e l d ,  and a few r e l a t e d  
f i e l d s ,  w i t h  t h e  r e s u l t  t h a t  much of  t h i s  p e r s o n a l  r e l a t i o n -  
s h i p  has  been  diaaolved.  
A new decade has  p re sen ted  new cha l l enges  t o  t h e  
area of guidance, as well aa  t o  t he  e n t i r e  e d u c a t i o n a l  pro- 
gram, If t h e  needs of s t u d e n t s  and of s o c i e t y  are t o  be 
d e a l t  w i t h  e f f e c t i v e l y  i n  t h e  f u t u r e ,  t h e  school  must assume 
a l e a d e r s h i p  r o l e .  Based on t h e  assumption t h a t  t h e  world i s  
becoming a n  i n c r e a s i n g l y  complex p l a c e  in which t o  l i v e ,  
cooperation and teamwork seem t o  have become impera t ive  f o r  
cont inued s u r v i v a l  and p rog res s ,  We, as a na t ion ,  must b e g i n  
t o  u t i l i z e  o u r  human r e sou rces  t o  t h e i r  f i l l e a t  ex ten t .  
S ince  c o o p e r a t i o n  r e q u i r e s  a common p o i n t  of view 
among thoee working t o g e t h e r ,  guidance has a major f u n c t i o n  
t o  per form i n  t h i a  prooess .  A fundamental  p r i n c i p l e  of 
guidance and of coope ra t ion  i s  t h e  r e a p e c t  f o r  t h e  d i g n i t y  
and worth  of  each ind iv idua l .  I t  eeems reasonable  t o  conclude; 
5 
t h e r e f o r e ,  t h a t  guidance and i t s  s e r v i c e a  a r e  i n  a s t r a t e g i c  
p o s i t i o n  t o  he lp  c o o r d i n a t e  t h e  many f o r c e s  which i n f r i n g e  
on  t h e  d a i l y  l i v e s  o f  boys and g i r l s ,  
The Honorable Lawrence G. Derthick, f omner Comiaa ione r  
of Educa t ion  of  t h e  United S t a t e s  and now w i t h  t h e  Na t iona l  
Educa t iona l  Association, has  po in ted  t o  guidance as a b a s i c  
answer t o  t h e  problem of making t h e  b e a t  p o s s i b l e  u s e  of to-  
morrow1 a talent . '  
Wris ton haa s a i d ,  "If we a r e  t o  have guidance, it must 
no t  be t h e  b l i n d  l e a d i n g  t h e  b l ind fo lded ,  b u t  men w i t h  v i s i o n  
r e s p e c t i n g  n o t  on ly  t h e  stars i n  t h e  heavens b u t  a l s o  t h e  
s t a r s  i n  t h e  eyes  of t h e  young. n2  
Congress, by means of t h e  Na t iona l  Defense Educat ion 
Act, T i t l e  V, P a r t s  A and B, has asked t h a t  guidance pro- 
g r a m  ass is t  i n  t h e  i d e n t i f i c a t i o n  and mot iva t ion  of t a l e n t e d  
YOU the  
Perhaps t h e  moat extreme p o a i t i o n  is  t h a t  t aken  by 
Conant, who ase igned  to t h e  counse lor  t h e  f u n c t i o n  of g i v i n g  
adv ice  and of a t e e r i n g  p u p i l s  i n  t h e  r i g h t  d i r e c t i o n .  "The 
f u n c t i o n  of t h e  counse lo r  i s  no t  to aupplan t  t h e  pa ren ta  b u t  
supplement p a r e n t a l  adv ice  t o  a youngster .n3 
- - - ~ ~ ~ 
1 Lawrence G. Der thiok,  "Guidance and t h e  Nation! s 
Needs, " The Personne l  - and Guidance J o u r n a l  XXXVII : I V  
( 0 c t o b e r T 9 > ~ ) ,  197 
% e m y  M. Wriston, "The I n d i v i d u a l  i n  a Conformist 
S o c i e t y , "  Overview (October,  196O), 49. 
3 ~ a m t a  B. Conant, The American 
(New York: McGraw-Hill Book Co., Inc., 
6 
An o f f  i c i e n t  and wel l -coordinated guidance program 
comes from t h e  r e a l i z a t i o n  t h a t  t h e  s e v e r a l  s e r v i c e s  a l r e a d g  
p r e s e n t  i n  t h e  achool  l a c k  t h e  o rgan iza t ion ,  u n i f i c a t i o n ,  and 
unde r s t and ing  t h a t  would make them t r u l y  e f f e c t i v e  and 
worthwhile. With t h i s  thought  i n  mind, Thonrpaon*s advice  
t o  t h e  achoola q u i t e  p e r t i n e n t .  
I eometimes t h i n k  o u r  p r a c t i c e e  a r e  b e t t e r  when 
we a r e  d e a l i n g  w i t h  c h i l d r e n  t h a n  when we a r e  
d e a l i n g  w i t h  teachera .  I n  working w i t h  a youngster ,  
it i s  q u i t e  g e n e r a l l y  accepted t h a t  we must s t a r t  
w i t h  t h e  youngs te r  where he l a  and d e a l  w i t h  what- 
e v e r  i s  a problem t o  him. I n  a n  o r i e n t a t i o n  pro- 
gram f o r  t e a c h e r s ,  we must do t h e  same thing-- 
s t a r t  where t hey  a r e ,  recognize  t h e i r  problems, and 
work f rom t h e r e .  1 
11. THE PROCEDURE 
The atudy was conducted by l i b r a r y  r e a d i n g  and re -  
s e a r c h  i n  o r d e r  t o  s e l e c t  in format ion  which would be  
s u i t a b l e  m a t e r i a l  t o  i nco rpo ra t e  i n t o  t h i e  atudy. The 
r e a d i n g  w a s  done i n  t h e  a r e a s  o r  guidance and counsel ing,  
o r i e n t a t i o n ,  and in - se rv i ce  educat ion.  
Diecussiona w i t h  t h e  w r i t e r r e  a d v i s o r  and o t h e r  
a u t h o r i t i e s  i n  t h e  f i e l d  of guidance and counse l ing  were 
held. Fomnal and informal i n t e rv i ews  were held  w i t h  county 
guidance auperviaora .  Many of those  i n t e rv i ews  were s t r u c -  
l ~ t h e l  M. Thompson, "A Sgmposium, ' Nat iona l  Educat ion 
A s s o c i a t i o n  J o u r n a l ,  L:IV ( ~ p r i l ,  1961) ,  . . 13. 
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t u r e d ,  b u t  some o t h e r s  were u n s t r u c t u r e d ,  Discuss ions  and 
i n t e r v i e w s  werfs a l s o  held  w i t h  guidance directors and coun- 
s e l o r a  who have been working i n  s choo l s  of comparable s i z e  
t o  t h e  secondary schoo l s  of Creston,  Iowa, Data were a l s o  
secured  from communication by  l e t t e r  t o  guidance workers, 
The f a c i l i t i e s  of t h e  Burton R. Jones  J u n i o r  High 
School,  t h e  Cres ton  Community High School, and t h e  Cres ton  
Community Col lege  were i n v e s t i g a t e d .  The f a c i l i t i e s  i n  t h e  
above schoola  were found t o  be  very f a v o r a b l e  f o r  t he  i n i t i -  
a t i o n  and c o n t i n u a t i o n  of a guidance program. 
The Cres ton  Board of Educat ion and t h e  Super in tendent  
of  Cres ton  P u b l i c  Schools  have g iven  approva l  and encourage- 
ment f o r  a proposed o r i e n t a t i o n  program i n  guidance and 
counse l ing  f o r  secondary schoo l  a d m i n i s t r a t o r s  and f a c u l t y  
membera. 
111. DEFINITIONS OF GUIDANCE 
I n t e r p r e t a t i o n  of gul dance. The r e s p o n s i b i l i t y  of 
o u t l i n i n g  and i n t e r p r e t i n g  the  f u n c t i o n s  and aims of a  
complete guidance program t o  t h e  school  s t a f f  should be  
asaumed by t h e  D i r e c t o r  of Guidance. Every member of the  
s choo l  pe r sonne l  should be  w e l l  informed a s  t o  t h e  p r i n c i p l e s  
and purposes  of a  guidance program, and be aware t h a t  t h e  
admlnla t r a  t i o n  unders tands  and s a n c t i o n s  i t s  development. 
The i n c l u s i o n  of  every  member of t h e  s choo l  i n  t h e  
guidance program i s  i n  keeping w i t h  a s t a t emen t  made by 
8 
Reavia who a t a t e d ,  "1n a sense ,  every  pe r son  connected w i t h  
t h e  school ,  from t h e  j a n i t o r s  and bus d r i v e r s  t o  t h e  super-  
i n t enden t ,  i s  i n  r e a l i t y  a guidance func t ionary .  n l  
It i s  t r u e  t h a t  such  schoo l  pe r sonne l  as cooks, bus 
d r i v e r s  and j a n i t o r s  do  have a p l a c e  i n  t h e  guidance pro- 
gram, b u t  they would ha rd ly  b e  expected t o  t a k e  a n  a c t i v e  
p a r t  i n  t h e  f o r m a l  o rgan iza t ion .  T h e i r  c o n t r i b u t i o n  t o  t h e  
program would b e  d a t a  and informat ion,  such as p e r s o n a l  
h a b i t s  of s t u d e n t s  and in fo rma t ion  about  home c o n d i t i o n s  and 
s o c i a l  r e l a t i o n s .  T h e i r  p a r t  i n  t h e  a c t u a l  program would b e  
i n c i d e n t a l  and c a s u a l b  
The i n c l u s i o n  of t h e  e n t i r e  s t a f f  should be  made f o r  
o t h e r  r ea sons  t h a n  j u s t  t h e  i n fo rma t ion  they  can  supply. 
They form a  v a l u a b l e  l i n k  between the  school  and the  community 
and thus  ass i s t  i m e n s e l y  t o  he lp  w i th  p u b l i c  r e l a t i o n s .  If 
they  f u l l y  r e a l i z e d  and app rec i a t ed  the  va lue  of such a  pro- 
gram, t h e y  might ba a b l e  t o  ward o f f  unfavorab le  o r  u n j u s t  
c r i t i c i s m  from t h e  uninformed pub l i c .  A thorough d i s c u s s i o n  
aa to the d e f i n i t i o n  of guidance would be of g r e a t  value.  
The meaning of p i d a n c e .  To l i v e  i n  t h i s  more and 
-
more complex a o c i e t y ,  and t o  do a  good job of it r e q u i r e s  a  
lWm. C. Rsavis ,  "Out l ine  f o r  Educat ion 335" The Dut ies  
of School  P r i n c i p a l s  (chicago: U n i v e r s i t y  of Chicago Press ,  
n4-. 
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g r e a t  d e a l  of p e r s o n a l i t y  adjustment.  From the  f i r s t ,  every 
one is requ i r ed  t o  make d e c i s i o n s ,  Through the  he lp  of o t h e r s  
i n  making wise  cho ices  a pe r son  should be  a b l e  t o  make fu r -  
t h e r  e f f i c i e n t  d e c i s i o n s  when l e f t  up t o  h i s  own i n i t i a t i v e .  
Guidance i s  concerned w i t h  he lp ing  the  s t u d e n t  become ad- 
j u s t ed  t o  h i s  p r e s e n t  s i t u a t i o n  and t o  p l a n  h i s  f u t u r e  s o  
t h a t  he may l i v e  and make a l i v i n g  t o  t he  b e s t  advantage t o  
himself  and t o  soc i e ty .  According t o  Hamrin and Er ickson  t h e  
def l n l t i o n  of  guidance has been  s t a t e d  as: 
Tha t  a s p e c t  of  t h e  e d u c a t i o n a l  program which i s  
concerned e s p e c i a l l y  w i t h  he lp ing  t h e  p u p i l  t o  become 
a d j u s t e d  t o  h i s  p r e s e n t  s i t u a t i o n  and t o  p l a n  h i s  
f u t u r e  i n  l i n e  w i t h  h i s  i n t e r e s t s ,  a b i l i t i e s ,  and 
s o c i a l  needs.1 
- - - - - - - - 
A o  Hamrin and C. E o  Erickson,  Guidance the  
Secondary School  ( N e w  York: Do Appleton-Century, ~YJ~E, 2. 
CHAPTER I1 
THE O R I E N T A T I O N  PROGRAM 
I. TOPICS TO BE COVERED 
S i n c e  communit ies  d i f f e r  f rom one a n o t h e r ,  s c h o o l  
g u i d a n c e  s e r v i c e s  which b e s t  u s e  t h e  r e s o u r c e s  a v a i l a b l e  i n  
m e e t i n g  t h e  needs o f  l o c a l  y o u t h  w i l l  d i f f e r  f r o m  one a n o t h e r ,  
The p a t t e r n  of  a c t i v i t i e s  which i a  e f f e c t i v e  i n  one s c h o o l  
s y s t e m  may p rove  r e l a t i v e l y  i n a d e q u a t e  i n  a n o t h e r .  I t  i s ,  
t h e r e f  o r e ,  d i f f  i c u l t  t o  o u t l i n e  a n  o r i e n t a t i o n  program 
g u a r a n t e e d  t o  work i n  a l l  secondary  s c h o o l  systems.  Ra the r ,  
i t  i s  t h e  purpose  of  t h i s  s t u d y  t o  d i s c u s s  some o f  t h e  
g u i d a n c e  t o o l s ,  a c t i v i t i e s ,  and s e r v i c e s  whlch should  be 
considered fundamenta l  t o  t h e  s u c c e s s  o f  t h e  proposed p ro -  
gram f o r  C r e s t o n ,  Iowa. Through t h e  u s e  o f  t h e s e  t o p i c s ,  
s c h o o l  p e o p l e  c a n  b e t t e r  deve lop  programs t a i l o r e d  t o  
l o c a l  needs  and r e s o u r c e s .  
Assuming t h a t  t h e  f u n c t i o n s  o f  a  gu idance  program 
have b e e n  f u l l y  explained t o  t h e  s c h o o l  p e r s o n n e l  and t h a t  
a l l  u n d e r e t a n d  t h e  d e f i n i t i o n  of  guidance ,  t h e  nex t  s t e p  i s  
t o  o r g a n i z e  a n  e f f e c t i v e  program t o  a d m i n i s t e r  t h e  v a r i o u s  
p h a s e s  of  t h e  gu idance  program i n t o  one u n i f i e d  p lan .  
A n  e f f e c t i v e  o r l e n t a t i o n  program can have many advan- 
t a g e s  t o  t h o s e  f o r  whom It I s  in tended .  Some o f  t h e  Surposes  
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t o  be served a r e  l i s t e d  here. A phi losophy can be  developed 
toward an  unders tanding  of guidance s e r v i c e s  and t h e i r  r e l a -  
t i o n s h i p  w i t h  t h e  t o t a l  educa t ion  program, An unders tanding  
of guidance t o o l s  and techniques  f o r  t h e  purpose of s tudy ing  
p u p i l  behavFor can  be developed, Pa ren t - t eache r  r e l a t i o n s h i p s  
can  be  improved. A b e t t e r  unders tanding  of ways f o r  p rov id ing  
the  p rope r  p sycho log ica l  c l ima te  f o r  each  p u p i l  can  b e  devel-  
oped, Understanding and e k i l l  i n  t h e  u s e  of community r e sou rcen  
c a n  b e  improved. The psycho log ica l  p r i n c i p l e s  which w i l l  
h e l p  t h e  p u p i l  a d j u s t  i n  t h e  school  s i t u a t i o n  can  be  acquired.  
The t o p i c a  which could be  chosen f o r  a n  o r i e n t a t i o n  
program a r e  a lmost  wi thout  l i m i t .  I n  o r d e r  t o  p rov ide  a aam- 
p l l n g  of  t h e  purposes  l i s t e d  above and t o  demonstrate t h e  
u se  of t o p i c s ,  s e v e r a l  have been  s e l e c t e d  f o r  d i scuss ion .  
The sampling was in f luenced  b y  t h e  w r i t e r ' s  d e s i r e  t o  t r e a t  
c e r t a i n  a r e a s  a s  p a r t i a l  p r e p a r a t i o n  f o r  a new p o e i t i o n  i n  
a  s choo l  system. 
The i n d i v i d u a l  inventory  se rv i ce .  The i nven to ry  
-
service i s  f r e q u e n t l y  desc r ibed  a s  t h e  primary a p p r a i s a l  
program of t h e  school ,  w i t h  emphasis on t h e  c o l l e c t i o n  of 
d a t a  t h a t  a c c e n t u a t e  t h e  uniqueness  of t h e  i n d i v i d u a l ,  1 
---  ~ -- ~~~ - - 
'~agrnond A. Hatch, and Buford S t e f f l r e ,  Adminia t ra t ion  
of Guidance S e r v i c e s  (~ng lewood  Cl i f fs ,  New J e r sey :  P r e n t i c e -  
-
I i a l l ,  Inc . ,  '1958). 25. 
12 
The i n d i v i d u a l  inventory  s e r v i c e  i s  concerned w i t h  
c o l l e c t i n g ,  record ing ,  s y n t h e s i z i n g  and u s i n g  a l l  in format ion  
r e g a r d i n g  each  i n d i v i d u a l  throughout  h i s  e n t i r e  school  ca reer .  
A s  t he  major source  of  p u p i l  i n fo rma t ion  i n  a school,  it i s  
a n  i n t e g r a l  p a r t  of any guidance program. I t  i s  concerned 
w i t h  b o t h  g e n e r a l  and s p e c i f i c  i n fo rma t ion  which makes 
p o s s i b l e  t h e  i d e n t l f i c a t i o n  of each  s t u d e n t  a s  a n  ind iv idua l ,  
and i t  is  t h e r e f o r e  a n  indispensable t o o l  of t h e  guidance 
counse lor .  
There a r e  perhaps  two g e n e r a l  t imes  when t h e  need t o  
g a t h e r  d a t a  about  a  p u p i l  must b e  determined. They a re :  
f i r s t ,  when the  s choo l  must make any d e c i s i o n  concerning t h e  
-
p u p i l ,  and, second, when t h e  i n d i v i d u a l  faced  t h e  task of 
making cho ices  t h a t  may d i r e c t l y  o r  i n d i r e c t l y  a f f e c t  h i s  
f u t u r e .  Connected w i t h  t h e  f i r s t  a r e  such c o n s i d e r a t i o n s  
a s  t h e  e n t r a n c e  of t h e  c h i l d  i n t o  kindergarten o r  any o t h e r  
grade l e v e l ,  problems of promotion o r  r e t e n t i o n ,  recommenda- 
t i o n  f o r  any a c t i v i t y ,  o r  when symptoms of adjustment  problems 
become apparen t .  The second em$hasizes t h e  r i g h t  of each 
i n d i v i d u a l  t o  have adequate  d a t a  about  himself  and h i s  
environment s o  t h a t  he can  make e f f e c t i v e  dec i s ions .  1 
Decisions made wi thou t  adequate  d a t a  a r e  no t  f a i r  t o  the  
pup l l .  
'E. C .  Roeber. G. E. S a i t h ,  and C. E. Er ickson,  
Ornan iza t lon  and ~ d m i n i s t r a t l o n  or Guidance S e r v i c e s  (leu 
York: McGraw-Hill Co., l9SS),  p. 2. 
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There a r e  many desirable o b j e c t i v e s  of t h e  p re sen t -  
day i n d i v i d u a l  i nven to ry  s e r v i c e .  Each school  syatem through 
coope ra t ive  staff e f f o r t  should determine those  o b j e c t i v e s  
toward which it w i l l  work. Although it would b e  impossible  
t o  e s t a b l i s h  o b j e c t i v e s  which f i t  a l l  s i t u a t i o n s  and s p e c i f i c  
c a s e s ,  fo l l owing  a r e  some which S i l v e y  and o t h e r s  f e l t  should 
b e  considered:  
1. To a c q u i r e  t h a t  in format ion  necessary  f o r  a 
comprehensive p i c t u r e  of t h e  p a s t  exper ience  of t h e  
i n d i v i d u a l .  
2. To a i d  i n  t h e  s tudy  and guidance of t he  excep- 
t i o n a l l y  a b l e  as w e l l  as t h e  handicapped ind iv idua l .  
3. To a i d  t h e  t e a c h e r s  i n  de te rmin ing  t h e  charac- 
t e r i s t i c s  of  i n d i v i d u a l s  and groups of  s tuden t s .  
4. To a i d  a d m i n i s t r a t o r s  i n  de te rmin ing  how w e l l  
t h e  s t u d e n t s  are ach iev ing  t h e  accepted o b j e c t i v e s  
of  t h e  s choo l  program. 
5.  To provide  necessary  data t o  ass is t  the  i n d i v i -  
d u a l s  i n  making d e s i r e d  a d  justments. l  
The v a l u e  of t h e  i n d i v i d u a l  inventory  s e r v i c e  t o  any 
guidance program i s  dependent upon t h e  scope, v a l i d i t y  and 
uniqueneaa of t h e  in format ion  it  con ta ins .  I t  is p o s s i b l e  
t h a t  any s p e c i f i c  b i t  of in format ion  about  t h e  s t u d e n t  may 
a t  one t ime o r  ano the r  be  important  i n  t h e  counse l ing  pro- 
ce s s .  S ince  it l a  difficult t o  c o l l e c t  and record  a l l  t h e  
'wray D. S i l v e y  and o t h e r s ,  O r  a n i z i n  t he  Guidance 
S e r v i c e a  I n  Secondar Schools  (Lake-w~GraphIc 
Pub l l s i l l  n ~ C . 4  ,- 
information about each individual ,  some c r i t e r i a  must be ea- 
t ab l i shed  t o  determine t h a t  information which i s  t o  be c o l l e c t -  
e d .  I n  genera l  th ree  kinds of information a r e  useful :  ob- 
j e c t i v e  information; behavior pa t t e rns ;  and indent l fy ing 
information. 
Although each school w i l l  want t o  determine the va r i -  
ous typed of information needed, t he  fol lowing baaic  l i s t  may 
serve a s  a  guide: 
S t a t i s  t i c a l  personal  da ta  
Home and community background 
Personal  l i k e s ,  d i s l i k e s  and a c t i v i t i e s  
Health h i s to ry  and physica l  s t a t u s  
Pre-achool h i s to ry  
School exp er iences  and accomplishments 
S o c i a l  adjustments and a c t i v i t i e s  
Emotional and personal  c h a r a c t e r i s t i c s  
A b i l i t i e s  and ap t i t udes  
I n t e r e e  t a  
Goala, ambitions and plans 
Work experiences 
Interview notea 
Anecdotal records 
Sociograms 
Follow-up reoorda 1 
Many authors  have prepared comprehens ive l i s t s  of 
apecif  i c  pup i l  information which, i f  co l lec ted  i n  a  s a t l s -  
f a c t o r y  manner, w i l l  achieve the genera l  goale of the service.  
3ne of the  more recen t  l i s t s  has been prepared by  MoDaniel. 
That l i s t  i a  included here. 2 
2 ~ e n r y  B. McDanial, Guldance & t h e  Modern School 
( N e w  York: The Dryden ~ r e ~ m ,  p p X 8 7 T K  
1. Peraonal  ( I d e n t i f i c a t i o n )  
N a m e  
Date of b i r t h  
Evidence f o r  v e r i f y i n g  b i r t h d a t e  
Place of b i r t h  
Sex 
Residence 
Home and Community 2, --
Name of p a r e n t s  and guardians 
Occupation of p a r e n t s  
Rat ings on home environment 
B i r t h p l a c e  of p a r e n t s  
Language spoken i n  home 
M a r i t a l  s t a t u s  of p a r e n t s  
Siblings--names, ages,  educat ion 
3. Scho la rah i  
d s  by years  and s u b j e c t s  
S p e c i a l  r e p o r t s  on f a i l u r e s  
Record of reading  
Rank i n  c l a s s  
Honors won 
4. Tes t  Score8 and Ratings 
Achievement-test sco res  
I n t e r e s t - i n v e n t o r y  r e s u l t s  
Apt i tude- t e s t  acorea 
P e r s o n a l i t y  r a t i n g s  
Other t e s t  acorea 
5 .  School Attendance 
Record of s c  hools a t tended,  w i t h  d a t e s  
Days p r e s e n t  and absent  each year  
6. Heal th  
H e i ~ h t - - a n n u a l  and sendannual measurements 
w e l g h t - - s m  
Hearing 
Vls ion  
Condit ion of t e e t h  
Phys ica l  d i s a b i l i t i e s  
Vaccina t ion  record 
Disease record 
Recommendations and r e f e r r a l s  by school  doc to r  
7. Ehployxnent 
Part- t ime jobs--dates, d u t i e s ,  earn ings  
Summer jobs--same 
Employer r e p o r t s  
Work-experience r e p o r t a  
8. A c t i v i t y  Records 
Athle t lca-- team,  d a t e s  
Clubs--dates, s t a t u a  
Student-body o f f i c e s  and a c t i v i t i e s  
Nonschool c l u b s  and a c t i v i t i e s  
Hobbies and l e i s u r e - t i m e  a c t i v i t i e s  
9e Anecdotal  Records 
( U s u a l l y  r e p o r t e d  on s p e c i a l  forms, t h e s e  b r i e f ,  
occas  l o h l ,  d e s c r i p t i v e  r e p o r t s  of  - b i t s  or  behaGior 
i n  s p e c i f i c  s l t u a t i o n a  may concern  succes s  o r  pro- 
blem exper iences .  I n c i d e n t s  and e v e n t s  should be 
r e p o r t e d  s e p a r a t e l y  f rom opinion.  ) 
10. I n t e r v i e w  Notes 
Date of  c o n t a c t  
Reason f o r  i n t e r v i e w  
I n t e r e s t s  and p l a n s  e q r e s s e d  
Nature  of  problem d i scussed  
A c t i o n  t a k e n  
11. Follow-u Record 
dt of t h e  record  may c o n t a i n  p e r i o d i c  
r e p o r t s  of  employment, educa t ion ,  s a t i s f a c t i o n s ,  
and problems. ) 
There a r e  many methods and t echn iques  a v a i l a b l e  f o r  
o b t a i n i n g  t h e  t ypes  of i n fo rma t ion  d e s i r e d  f o r  t h e  inventory  
s e r v l c e .  Much impor tan t  d a t a  w i l l  be  ob ta ined  through t h e  
r e g u l a r  s c h o o l  r o u t i n e ;  however, i t  might be w e l l  t o  c o n s i d e r  
some of t h e  methods which c a n  be used t o  o b t a i n  t h e  ba l ance  
of t h e  Lnforna t ion  needed. The fo l lowing  methods and teeh-  
n lques  a r e  suggested:  t h e  q u e s t i o n n a i r e ,  t h e  au t lob iography ,  
t h e  anecdote ,  t h e  i n t e rv i ew,  s t anda rd i zed  t e s t s ,  and soc io-  
m e t r i c  dev icea .  
Var ious  t ypes  of  r eco rd  P o r n  have been developed f o r  
use i n  t h e  guidance program. The s e l e c t i o n  of  t h e  r eco rd  
form t o  be used should be made a  c o o p e r ~ t l v e  s tudy  b y  t h e  
s t a f f  of t h e  s choo l  system. If t h e  s t a f f  has  a vo ice  i n  t h e  
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s e l e c t i o n  o f  t h e  type  o r  t y p e s  of r e c o r d s  t o  be  uaed they  
w i l l  e x h i b i t  a g r e a t e r  i n t e r e s t  i n  t h e i r  maintenance and 
t h e i r  u s e ,  Many f a c t o r s  must be  considered i n  t h e  s e l e c t i o n  
of  the form t o  b e  used,  S i l v e y  and o t h e r s  have suggested con- 
c e r n i n g  the  form t h e  fo l lowing:  
( 1 )  where i t  i s  t o  b e  kep t ,  ( 2 )  t h e  space  a v a i l a b l e ,  ( 3 )  t h e  amount o f  c l e r i c a l  he lp  a v a i l a b l e ,  ( 4 )  t h e  
amount of  d u p l i c a t i o n  involved,  ( 5 )  t h e  u s a b i l i t y ,  and 
( 6 )  c 0 s t . l  
The f o l d e r  eype of record  form i s  probably  t h e  most widely  
used and s e e m  t o  meet t h e  needs of most s choo l  systems. 
The va lue  of t h e  i n d i v i d u a l  i nven to ry  s e r v i c e  i s  de- 
termined by t h e  amount and kind of u s e  it r e c e i v e s ,  The 
most complete and camprehensive c o l l e c t  i o n  of i n fo rma t ion  
i s  w o r t h l e s s  if it i s  not  used toward t h e  be t t e rmen t  of  t h e  
i n d i v i d u a l  a s  w e l l  a s  t h e  t o t a l  s choo l  program, Thus, t h e  
I n d i v i d u a l  i nven to ry  s e r v i c e  ahould be  made a v a i l a b l e  t o  a l l  
a u t h o r i z e d  and q u a l i f i e d  pe r sons  and i t s  u s e  should be  encour- 
aged a t  a l l  times. 
Data about  t h e  p u p i l  t h a t  comprise h i s  i nven to ry  a r e  
not  common t o  any p a r t i c u l a r  age o r  s t a g e  of e d u c a t i o n a l  de- 
velopment; t h e y  accumulate from b i r t h  and t ake  on added s i g -  
n i f i c a n c e  as t hey  grow i n  number and develop i n  unders tand-  
i n g  p a t t e r n s .  The guidance program cannot  eff e c  t i v e l g  s e r v e  
l s i l r e y  and o t h e r s ,  OJ. G., p. 60 
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p u p i l s  on t h e  b a s i a  of f a c t s  t h a t  can b e  accumulated about  
them a f t e r  e n t e r i n g  t h e  secondary schoola ,  I t  i s  impor tan t  
t h a t  t h e  e lementary schoo l s  c o l l e c t  data and t r a n s f e r  t h i a  
i n fo rma t ion  w i t h  each  p u p i l  as he moves f rom schoo l  t o  
S C ~ O O ~ ~  
The t e s t i s  pr0p;ra.m. The t e s t i n g  program of  every  
--- 
s c h o o l  poaes  two g e n e r a l  a d m i n i s t r a t i v e  problems, The f i rs t  
i s  t h e  q u e s t i o n  o f  t h e  scope of t h e  program, and t h e  second, 
t h a t  of a d m i n i s t e r i n g  t e s t a  and m c o r d i n g  t e s t  d a t a ,  Two 
problems t o  b e  so lved  l a t e r  a r e  t hose  of t e s t  i n t e r p r e -  
t a t i o n  and t h e  d i s s e m i n a t i o n  of t h a t  i n fo rma t ion  t o  teach-  
e r aO1  Through t h e  initiation of t h e  proposed o r i e n t a t i o n  
program i n  guidance and counse l ing ,  i t  i a  hoped t h a t  many 
of t h e s e  problems u i l l  be  a l l e v i a t e d ,  A s  a l l  t e a c h e r s  be- 
come acqua in t ed  wi th  t h e  purposes  and v a l u e s  of t h e  t e s t s  
g iven,  t h e i r  unde r s t and ing  of t h e  complete program w i l l  be  
broadened,  
C a r e f u l  p r e l i m i n a r y  p l ann ing  w i l l  do much toward 
e l i m i n a t i n g  o b j e c t i o n s  t h a t  have been voiced a g a i n s t  t e s t i n g  
p r o g r a m  i n  t h e  p a s t .  The t e s t i n g  program should be under  
t h e  d l r e c  t i o n  of a  p r o f e s s i o n a l l y  q u a l l f  l ed  person ,  b u t  
ahould be  developed th rough  t h e  c o o p e r a t i o n  of a l l  concerned, 
' ~ a t c h  end S t e f f l r e ,  9. 
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Longrange p l ann ing  i s  e s a e n t i a l  t o  s e c u r i n g  m a x i m  b e n e f i t s .  
Re l i ance  on t e s t  r e s u l t s  a l o n e  m y  be harmful b u t  when relat-  
ed t o  a mass of o t h e r  material acqui red ,  t he se  r e s u l t s  mag be 
very  va luab le .  T e s t s  which a r e  used should b e  j u s t i f i e d  on 
t h e  bas is  of p r o v i d i n g  t h e  most p r a c t i c a l  means of supp ly ing  
c e r t a i n  d e s i r e d  e s s e n t i a l  informat ion,  I t  i s  wise  n o t  t o  
a d m i n i s t e r  t e s t s  u n t i l  t h e r e  is  a d e f i n i t e  need f o r  them 
and a c l e a r l y  formulated p l a n  f o r  u s i n g  t h e  r e s u l t s ,  The 
t e s t s  should be in t roduced  t o  supply mi s s ing  information.  
The purposes  and v a l u e s  of t h e  t e s t s  p r e s e n t l y  b e i n g  
admin i s t e r ed  i n  Cres ton  secondary schoo l s  w i l l  be  d i scus sed  
th rough  t h e  v a r i o u s  methods and dev ices  t o  be used i n  t h e  
o r i e n t a t i o n  program. It i s  of t h e  utmost  importance t h a t  
t h e  t e a c h e r s  become f a m i l i a r  w i t h  t h e  t e s t a  now b e i n g  admln- 
i a t e r e d  as w e l l  ae o t h e r  t e s t s  t h a t  w i l l  f u r n i a h  d e s i r e d  
in format ion ,  The most d i r e c t  sou rce  of in format ion  r ega rd ing  
s p e c i f i c  c u r r e n t  t e s t a  i s  provided by t h e  c a t a l o g u e s  of t e s t  
p u b l i s h e r a  and by t h e  manual t h a t  accompanies each  t e s t .  A 
comprehensive l i a t  of t e s t  p u b l i s h e r s ,  w i t h  add res se s  can  
be found i n  Mental  Measurernenta Yearbook e d i t e d  by Buros. 1 
Cur ren t  c a t a l o g u e s  and c o p i e s  of Buros'  Yearbook w i l l  be  
made a v a i l a b l e  t o  t e a c h e r a  and a d m i n i s t r a t o r s  i n  t h e  
t eache r '  s p r o f e s s i o n a l  l i b r a r y  l o c a t e d  i n  t h e  t e a c h e r 1  a 
I Anne Anas t aa l  Ps cholo  i c a l  Tea t inq  (New York: The 
Macmillan Company, 19il- 
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lounge of' t h e  Cres ton  Community High School. A t t e n t i o n  w i l l  
be  c a l l e d  t o  t h e s e  publications p e r i o d i c a l l y  through methods 
and dev ices  used i n  t h e  o r i e n t a t i o n  program. 
The g e n e r a l  c l a a a i f i c a t i o n s  of t e s t e  adminis te red  
i n  t h e  Cres ton  p u b l i c  school  system inc lude  (1 )  i n t e l l i g e n c e  
t e s t s ,  (2) achievement t e a t s ,  and ( 3 )  a p t i t u d e  t e s t s .  An 
i n t e r e s t  i nven to ry  t e s t  i s  a l s o  administered.  
I n t e l l i g e n c e  t e s t  s co res  a r e  v i t a l  t o  e d u c a t i o n a l  
p l ann ing  because they are, i n  some measure, p r e d i c t i v e  of 
p robable  success  i n  school  and d i sc r imina te  between t h e  
a b l e s t  and t h e  l e a s t  ab le .  The O t i s  Quick-Scoring Mental 
A b l l i t y  Test--Gamma i s  the  i n t e l l i g e n c e  t e s t  p r e s e n t l y  be ing  
adminia te red  i n  t h e  secondary schools  of Creston,  Iowa. Thils 
t e a t  l a  popu la r  and widely used. The t e s t  i s  economical, 
ea sy  t o  admln i s t e r ,  and easy t o  acore.  Raw scorea  a r e  conver t -  
ed t o  mental  age and t h e n  to  a  d e v i a t i o n  i n t e l l i g e n c e  
q u o t i e n t .  
There a r e  two a spec t8  of  t h e  mental  q u a l i t y  of a n  
l n d l v l d u a l  which m a t  not  be confused. One l a  h i s  degree 
of mental  a b l l i t y  and t h e  o t h e r  h i s  degree of b r igh tness .  
' ~ e n t a l  a b l l i t y n  r e f e r a  t o  t h a t  i nna te  q u a l i t y  which i n c r e a s e s  
w i t h  age,  whereas t h e  term "br igh tnessn  r e f e r s  t o  t h a t  
c o n s t a n t  q u a l i t y  wlllch determines  the  r a t e  of t h e  mental  
a b i l i t y  of an i n d i v i d u a l  and the  degree of mental  a b i l i t y  
which he w i l l  e v e n t u a l l y  reacho  
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Mental  a b i l i t y  i s  measured bg t h e  i n d i v i d u a l ~ s  s c o r e  
i n  a t e s t .  A measure of h i s  b r i g h t n e s s  i s  obta ined by 
comparing h i s  aco re  w i t h  t h a t  of  o t h e r s  of h i s  own age. One 
must e x e r c i s e  c a u t i o n  i n  u s i n g  i n t e l l i g e n c e  s c o r e s  t o  d e t e r -  
mine a b i l i t y  o r  b r i g h t n e s s  because t h e r e  i s  some d i f f e r e n c e  
i n  t h e  form and c o n t e n t  o f  t h e  v a r i o u s  i n t e l l i g e n c e  t e s t s .  
The i d e a  of t h e  i n t e l l i g e n c e  q u o t i e n t  should be 
-
discouraged.  There i s  an  i n t e l l i g e n c e  q u o t i e n t  der ived  f rom 
-
a  p a r t i c u l a r  t e s t  adminis te red  a t  a g iven  time under  s p e c i f i c  
c i rcumstances .  A s i n g l e  i n t e l l i g e n c e  q u o t i e n t  i s  a poten-  
t i a l l y  dangerous p i e c e  of in format ion  u n l e s s  i t s  va lues  and 
limitations a r e  f ' u l l y  understood.  
Achievement t e s t a  a r e  used t o  measure e d u c a t i o n a l  
development. The Iowa T e a t s  of  Educa t iona l  Development a r e  
t h e  achievement t e s t a  p r e s e n t l y  b e i n g  adminis te red  i n  t h e  
secondary schoo l s  of  Creston,  Iowa. This  t e s t  i s  a  v e r y  good 
t e a t  t o  measure e d u c a t i o n a l  development and t o  p r e d i c t  
academic success .  The t e s t  measures t h e  s t u d e n t s '  a b i l i t y  
t o  do c r i t i c a l  th ink ing ,  and it  e s t a b l i s h e s  a l o n g i t u d i n a l  
t ype  of study.  The a d n i n i s t r a t o r s  and f a c u l t y  members can 
u s e  t h e  t e s t  r e s u l t s  t o  a l t e r  and change t h e  cu r r i cu lum t o  
b e s t  s u i t  t h e  needs of the  pupi la .  The b a t t e r y  of n ine  
t e s t s  measures e d u c a t i o n a l  development i n  f o u r  major c u r r l -  
c u l a r  a r e a s :  S o c i a l  Sc iences ,  N a t u r a l  Sc i ences ,  Mathematics, 
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and ~ n g l l s h .  Both #chool and a tudent  norms a r e  provided,  
aa w e l l  as s tandard  s c o r e s  and p e r c e n t i l e  ranks. An advantage 
of t h e  Iowa Tes t a  of Educa t iona l  Development i a  t he  s t u d e n t  
p r o f i l e  c h a r t .  The s t u d e n t  p r o f i l e  permi ts  aumnary of i n d i v i -  
d u a l  t e s t  performances i n  graphic  form. It provides  u s e f u l  
s t a r t l b g  p o i n t s  f o r  d i s c u s s i o n  i n  in te rv iews  w i t h  s tuden t8  
and p a r e n t s .  
Per iod i c a l l y ,  t h e  Greea-Stapp Eng l i sh  Achievement 
T e s t  i s  admlnis te red .  The purpose of t h i s  t e s t  is t o  d e t e r -  
mine t h e  s t r e n g t h s  o r  weaknesses of t he  p u p i l ' s  a b i l i t y  i n  
t h e  a r e a s  of  usage,  s p e l l i n g ,  punc tua t ion ,  vocabulary,  and 
sen tence  s t r u c t u r e .  
Apt i tude  t e s t s  measure a pe r son ' s  a b l l i t y  o r  c a p a c i t y  
t o  learn--with  training--certain s k i l l a  o r  knowledge. These 
t e a t s  i nc lude  t e s t s  f o r  a b i l i t y  t o  a c q u i r e  s k i l l  i n  a r t ,  
c l e r i c a l  work, mathematics, music, read ing ,  and speaking a 
f o r e i g n  language. An a p t i t u d e  t e s t  cannot  p r e d i c t  success  
o r  f a i l u r e  i n  any sub jec t .  A l l  it can show i a  whether a  
person  has t h e  a b i l i t y  t o  succeed if he has the  t r a i n i n g  and 
t h e  d e s i r e .  
There a r e  f o u r  s c h o l a s t i c  a p t i t u d e  t e s t s  adminis te red  
i n  t h e  Cres ton  secondary schools ;  however, t hese  f o u r  t e s t s  
a r e  on ly  adminis te red  at t h e  r e q u e s t  of t he  p u p i l .  The Col lege 
Ent rance  Examination Board, Pre l iminary  Scholaa t i c  Ap t i tude  
T e s t  l a  u s u ~ l l y  g iven  i n  October. The purpose of t h i s  t e s t  
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i s  t o  q u a l i f y  t o  w r i t e  t h e  Col lege Entrance Examination 
Board, S c h o l a s t i c  Apt i tude  Test .  This  t e s t  i s  designed t o  
measure t h e  s c h o l a s t i c  a p t i t u d e  of college-bound secondary 
schoo l  s tuden t s .  The r e s u l t s  a r e  used c h i e f l y  f o r  guldance 
of j u n i o r s  and s e n i o r s  and f o r  p re l imina ry  s e l e c t i o n  of  candi -  
d a t e s  i n  a number of s c h o l a r s h i p  programs, The Col lege Ent r -  
ance  Examination Board, S c h o l a s t i c  Apt i tude  Tes t  i s  g iven  
each  y e a r  i n  December, January,  February, March, May, and 
August. The purpose of  t h i s  t e s t  i s  t o  measure the  scholas -  
t i c  a b i l i t y  and p r e p a r a t i o n  of a p p l i c a n t s  f o r  admiss ion t o  
American l i b e r a l  a r t s  and engineer ing  co l l eges .  The c o l l e g e  
o r  c o l l e g e s  t o  which the  s t u d e n t  i s  apply ing  i n d i c a t e  which 
t e s t s  he should take.  Scores  a r e  r epo r t ed  t o  c o l l e g e s  
des igna t ed  by t h e  cand ida t e  and t o  h i s  secondary s c h o o l  if  
reques ted  by t h e  achool. The t e s t  r e s u l t s  a r e  widely  used 
i n  s e l e c t i n g  cand ida t e s  f o r  s c h o l a r s h i p  a w a r d s ,  
The American Col lege Tes t ing  Program and t h e  Na t iona l  
Mer i t  S c h o l a r s h i p  T e s t  a re  s i m i l a r  i n  na ture  t o  t h e  Col lege 
Ent rance  Examination Board Tes t s .  The purpose of t h e  American 
Col lege  T e s t i n g  Program i s  t o  determine which s t u d e n t s  a r e  
capab le  of e n t e r i n g  c o l l e g e s  and u n i v e r s i t i e s .  Each c o l l e g e  
has i t s  own s c o r e  f o r  a c c e p t i n g  o r  r e j e c t i n g  s tuden t s .  The 
purpose of t h e  Na t iona l  Mer i t  Scho la r sh ip  T e s t  i s  t o  i d e n t i f y  
academically t a l e n t e d  s tudenta .  Through a  s e r i e s  of competi- 
t i v e  t e s t s ,  t he se  academical ly  t a l e n t e d  s t u d e n t s  may become 
eligible f o r  v a r i o u s  s c h o l a s t i c  ~ c h o l a r s h i p s ~  
25 
a i d s  t h e  o t h e r  pe r son  t o  b e t t e r  se l f -undera tanding  so  t h a t  
he may s o l v e  p r e s e n t  and f u t u r e  problems. The primary ob- 
j e c t i v e  l a  f o r  t h e  counselee  t o  l e a r n  t o  make use of h i s  
c h a r a c t e r i s t i c s  and p o t e n t i a l i t i e s  i n  a manner t h a t  i s  b o t h  
s a t i s f y i n g  t o  himself  and rewarding t o  abciety .  He needs t o  
l e a r n  how t o  rely upon himself  f o r  t h e  s o l u t i o n  of h i s  p r e s e n t  
and f 'u ture  d i f f  l c u l t i e s .  1 
E a r l y  i n  t h e  development of t h e  p r o f e s s i o n a l  f i e l d  
of  guidance t h e  t e rm counse l inq  was used as be ing  synonymous 
w i t h  p i d a n c e .  S i n c e  t h e  goa ls ,  techniques ,  and outcomes 
were t h e  same, t h e r e  was l i t t l e  need t o  d i f f e r e n t i a t e  be- 
tween t h e  two terms. A s  t h e  p r o f e s s i o n  developed, it be- 
came appa ren t  t h a t  t h e r e  was a  need f o r  s p e c i a l  competence 
on  t h e  p a r t  of c e r t a i n  guidance workers. The competence 
w a s  not unique t o  the f i e l d  o f  guidance;  b u t  t h i s  competence 
seemed t o  be  g r e n t l y  needed i n  t h e  counse l lng  process  kh ich  
h a s  become known as t h e  h e a r t  of t h e  guidance program. 
Counse l ing  has now come t o  be t h a t  p a r t  of t he  guidance 
program t h a t  assists  a n  i n d i v i d u a l  t o  se l f -underatanding.  
Through t h i s  se l f -unders tanding ,  he l e a r w  t o  accept  h i s  
personal and soc La1 r e s p o n s i b i l i t i e s .  The pr imary teohnique 
'E. L. T o l b e r t ,  I n t r o d u c t l o q  t o  Counseling (New York: 
M c G r a w - 8 1 1 1  Book Company, Inc. ,  1 9 5 9 r  P. 3. 
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of c o u n s e l i n g  is  t h e  in te rv iew.  The in te rv iew i s  t h e  f ace -  
t o - f a c e  r e l a t i o n s h i p  between t h e  counse lor  and t h e  counselee.  
A s s i s t a n c e  and supplementary a i d  t o  t h e  i n t e rv i ew a r e  a v a i l -  
a b l e  through t h e  u se  of  o t h e r  guidance techniques ,  The 
i n d i v i d u a l  i n t e r v i e w  i s  looked upon a s  be ing  t h e  c o r e  of t h e  
t o t a l  p r o c e s s  which r e s u l t s  i n  t he  maximum s e l f  - r e a l i z a t i o n  
and accep tance  of p e r s o n a l  and s o c i a l  respons ib  i l i t i e a .  1 
I n  guidance as elsewhere  counse l ing  has  assumed new 
dimensions  and responsibilities. I n  t h e  school ,  f o r  i n s t ance ,  
c o u n s e l i n g  now i s  regarded as t he  purposef'ul unders tanding  
and a s s i s t a n c e  g i v e n  t h e  p u p i l  so  t h a t  he is  b e t t e r  a b l e  t o  
handle  h i s  own problems. Any counse l ing  is, f i r s t  of a l l ,  a 
procesa  of sha r ing ,  of mutual  h e l p  and c o n s i d e r a t i o n  engaged 
i n  by two o r  more people ,  Mortensen has def ined  counse l ing  
aa 'a person- to-person  process  i n  which one person  i e  helped 
b y  a n o t h e r  t o  i n c r e a s e  i n  unders tanding  and a b i l i t y  t o  meet 
h i s  problem. n 2  
Moat o b j e c t i v e s  of present-day educa t ion  s t r e s a  t h e  
worth  and i n t e g r i t y  of t he  i n d i v i d u a l  s tuden t .  W i t h  the  
'~aymond N. Hatoh, and Buford S t e f f l r e ,  Adminlstra t i o n  
of Guidance S e r v l c e s  ( E  lewood C l i f f s ,  New Jersey :  P r e n t i c e -  
-
 all. I n . ,  . 2%. 
' ~ o n a l d  G. Mortensen, and Al l en  M. Schmuller ,  Guidance 
Schools  (New York: John Wiley dc Sons, 1 n c . ' X  
p a t t e r n  of modern schoo l  goa l s ,  then,  counsel ing s e r v e s  
b o t h  as a c o n t r i b u t o r  t o  t h e  improvement of e d u c a t i o n a l  
p r a c t i c e  and as a n  in f luence  toward b e t t e r  i n d i v i d u a l  a d  j u s t -  
ment. I t  i s  an  impor tan t  a e r v i c e  not  on ly  t o  the  s t u d e n t s  
b u t  a l s o  t o  t h e  i n s t r u c t i o n a l  and a d m i n i s t r a t i v e  s t a f f a  i n  
t h a t  i t  works toward t h e  g o a l s  of s t u d e n t s  and t e a c h e r s  
a l ike.  
No p a t t e r n  of f u n c t i o n s  as comprehensive as thoee 
of  t h e  counse l ing  p rocess  can be de l inea t ed  I n  a few s e n t -  
ences .  Following,  however, a r e  some g e n e r a l  o b j e c t i v e s ,  and 
it l a  unders tood  t h a t  t h e i r  implementation depends upon t h e  
s p e c i f i c  i n t e r p r e t a t i o n  of them w i t h  t h e  l o c a l  school  g y s t e ~ k  
1. To p rov ide  p e r s o n a l  a i d  t o  t h e  s t u d e n t  on any 
problem which he r ecogn izes  as v i t a l  t o  himself ,  
2, To he lp  t h e  s t u d e n t  know himaelf b e t t e r  i n  terms 
o f  h i s  goa l s ,  i n t e r e s t s ,  a p t i t u d e s ,  l i m i t a t i o n s ,  
and o p p o r t u n i t i e s .  
3. To h e l p  the  s t u d e n t  unders tand t h e  va r ious  condi- 
t i o n s  and a l t e r n a t i v e s  which e x i s t  f o r  him i n  h i e  
environment. 
4. To d i r e c t  the  s t u d e n t ' s  a t t e n t i o n  t o  the  d e c i s i o n s  
and cho ices  which he must f a c e  and t o  fo l low t h i s  
w i t h  c o n s t r u c t i v e  a s s i s t a n c e .  
5. To a i d  t h e  s t u d e n t  i n  making i n t e l l i g e n t  s t r i d e s  
toward worth-while goals .  
6. To g l v e  t h e  s t u d e n t  inf'omnation on m a t t e r s  Lm- 
p o r t a n t  t o  h i s  success .  
7. To o b t a i n  in format ion  about  t h e  s t u d e n t  wh ch w i l l  
be of h e l p  t o  him i n  s o l v i n g  h i s  problems. f 
bray  D. S i l v e y  and o t h e r s ,  Or~anLzinp; Guidanca 
S e r v i c e s  Ln  Secondar Schools  (Lake Mills, Iowa: Graahic 
P u b l l s h l n g  Co., -7m8, p. 12. 
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Coun9ellng a e m i c e a  should be provided f o r  all schoo l  
p u p i l s  throughout  t h e i r  e n t i r e  educa t iona l  exper iences ,  and 
should be made available even t o  those  who have l e f t  t h e  
school .  Those a t u d e n t s  who a r e  i n  school  should be made a- 
ware of t h e  o p p o r t u n i t y  t h a t  i s  a v a i l a b l e  t o  them f o r  i n d i v i d -  
u a l  c o u n s e l i n g  by t h e  q u a l i f  led counselor.  I n  o r d e r  t h a t  each  
s t u d e n t  r e a l i z e  t h a t  t he  oppor tun i ty  e x l s t s ,  t h e r e  should be  
a t  l e a s t  one planned in t e rv i ew dur ing  the  yea r  f o r  each s t u -  
dent.  Guidance pe r sonne l  should remember a l l  s t u d e n t s  w i l l  
not  have the need f o r  ex tens ive  counse l ing  s e r v i c e s ;  t h e r e f  o re ,  
guidance workers ahould concen t r a t e  t h e i r  e f f o r t s  upon those  
s t u d e n t s  who seem t o  have t h e  g r e a t e s t  need. 
Schedule8 should be arranged s o  t h a t  a t r a i n e d  coun- 
selor o r  teacher -counse lor  l a  on duty  i n  each b u i l d i n g  a t  a  
t ime when s t u d e n t s  a r e  a b l e  t o  make use  of h i s  se rv i ces .  
When more than  one counse lo r  i s  a v a i l a b l e ,  it i s  perhaps ad-  
v i s a b l e  t o  l e t  each s t u d e n t  seek o u t  t h e  counse lor  of h i s  
choice.  
Though counse l ing  i s  a phase of t h e  t o t a l  e d u c a t i o n a l  
p rocess ,  it should be  recognized as  be ing  d i s t i n c t  from o t h e r  
f a c t o r s  i n  t h e  schoo l  program such as i n s t r u c t i o n ,  group wid- 
ance,  p u p i l  aocount ing, and admin i s t r a  t i o n  of d i s c i p l i n e .  
The primary purpose which counse l ing  se rves  i s  t o  a s s i s t  t h e  
l n d l v l d u a l  s t u d e n t  toward i n t e l l i g e n t  s e l f - d i r e c t i o n ,  Thus,  
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the i n d i v i d u a l  and h i s  needs should be t h e  c e n t e r  of t h e  
c o u n s e l i n g  procesa.  
P r i v a t e ,  c e n t r a l l y  l oca t ed  o f f i c e  space should be  pro- 
v i d e d  i n  each  bu i ld ing .  The e x t e n t  of t h e s e  f a c i l i t i e s ,  of 
course, w i l l  va ry  accord ing  t o  the  l i m i t a t i o n s  of the  bu i ld -  
ing ,  b u t  t h e r e  are  c e r t a i n  s t anda rds  which can be m e t  and 
thus  enhance t h e  e f f e c t  of t h e  counse l ing  s i t u a t i o n .  
The o f f i c e  should be  i n  a convenient  b u t  inconspicuous 
l o c a t i o n ,  and fu rn i shed  so as  t o  provide  a reasonably  cornfor- 
t a b l e  and homelike atmosphere. It should be a t t r a c t i v e  and 
f u n c t i o n a l ,  b u t  i n  keeping w i t h  o t h e r  comparable f a c i l i t i e s  
i n  t h e  bu i ld ing .  If p o s s i b l e  a separate room should be pro- 
v i d e d  t o  s e r v e  as a combination w a i t i n g  room, t e s t i n g  room, 
and conference room. The e d u c a t i o n a l  and occupat iona l  f i l e s  
m y  be housed i n  t h i s  room, w i t h  f i l e s  made f r e e l y  a c c e s s i b l e  
t o  t h e  s tuden t s .  
Whenever p o s s i b l e  t h e  counse lo r l s  o f f  i c e  should be lo -  
cated near--but n o t  in-- the  a d m i n i s t r a t i v e  o f f i c e s ,  s o  that 
ready a c c e s s  t o  pup11 accounts  and r eco rds  i s  poss ib l e .  The 
need f o r  adequate  space cannot  be overemghaslzed. 
The administration i n  support  of t h e  guidance program 
has made a v a i l a b l e  off  i c e  f a c i l i t i e s  I n  t h e  Burton R. Jones  
J u n l o r  High School,  Cres ton Community High School, and t h e  
C r e s t o n  Co muni ty  Col lege,  These wel l - loca ted  o f f  i c e s  are 
adequate  and f a v o r a b l e  f o r  t he  guidance and counse l ing  se rv i ces .  
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A word should be s a i d  about  t h e  p r o b l e m  of c l a s s i f y -  
i n g  counse l ing  p o i n t s  of view. I t  appears  t o  be  u s e f u l  t o  
d i s c u s s  counse l ing  accord ing  t o  t h e  s i x  fo l lowing  types  o r  
p o i n t s  of views 
1. D i r e c t i v e  o r  t r a i t - c e n t e r e d  approach. Counselors 
who f o l l o w  t h e  d i r e c t i v e  approach b e l i e v e  t h a t  
p e r s o n a l i t y  is a  combination of t r a i t s .  When 
these t r a i t s  a r e  analyzed,  t h e  counse lor  can see 
t h e  pe r son  as a whole. The counse lor  m a t  c o l l e c t  
and c o r r e c t l y  use  all a v a i l a b l e  d a t a  p e r t i n e n t  t o  
t h e  counselee.  The r o l e  of t h e  counse lor  remains 
d i r e c t ,  a u t h o r i t a t i v e ,  and persuas ive .  Forc ing  
conformity,  changing environment, s e l e c t i n g  needed 
environment, and changing a t t i t u d e s  a r e  techniques  
t h e  counse lor  employs. The d i r e c t i v e  approach is 
more o f t e n  used f o r  t y p i c a l  problems, r a t h e r  than  
f o r  emotional  pmblems. 
2. C l i en t - cen te red  o r  s e l f - t h e o r y  p o i n t  of view. 
Counselors  who fo l low t h e  c l i e n t - c e n t e r e d  o r  non- 
d i r e c t i v e  approach b e l i e v e  that the  c l i e n t  has t h e  
p o t e n t i a l  t o  so lve  his own problems. Counselors 
want t o  mot iva te  and a c t i v a t e  t he  c l i e n t  s o  t h a t  
he w i l l  u s e  h i s  own re sources  i n  t h e  e o l u t i o n  of 
problems. Thls  s e l f - a c t u a l i z a t i o n  process  i s  the 
31 
b a s i s  f o r  t h i s  type  of approach. The emphasis 
is placed upon t h e  p r e s e n t  in format ion  and no t  upon 
t h e  p a s t  record  of  t h e  ind iv idua l ,  The counse lor  
l s  more concerned w i t h  t h e  c l i e n t ' s  f e e l i n g s  
about  o b j e c t i v e  f a c t s  t han  he i s  w i t h  t h e  f a c t s ,  
The ro le  of t h e  counse lor  is non-d i rec t ive  and 
permiss ive ,  The c l i en t - cen te red  approach t o  
counse l ing  r e q u i r e s  more p e r s o n a l  meetings and 
more t ime than  the  t r a i t - c e n t e r e d  approach 
r e q u i r e s ,  The non-d i rec t ive  approach i s  of t e n  
used f o r  problems of the emotional  type. 
3, E c l e c t i c  approach, Counselors who f o l l o w  t h e  
e c l e c t i c  approach b e l i e v e  t h a t  i n  any given 
counse l ing  s 1 t u a t l o n  a f l e x i b l e  t ype  of  coun- 
s e l i n g  i s  p r e f e r a b l e .  The e c l e c t i c  approach 
i s  n o t  a  t r i a l - a n d - e r r o r  method, b u t  it i s  a 
r e a l  phLlosophy, The method o r  methods a r e  
chosen and based upon t h e  c l i e n t ,  t h e  problem, 
and t h e  na tu re  of t h e  s i t u a t i o n .  A combination 
of p rocedures  of other t h e o r i e s  and many a s p e c t s  
of t h e  d i r e c t i v e  and non-d i rec t ive  approaches 
are c l e a r l y  v i s i b l e  i n  t he  e c l e c t i c  approach. 
4. Psychoanaly t ic  approach, Psychoanalysis  i n  a 
sense  i s  no t  counselin,; ,  but  r a t h e r  it i s  therapy 
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f o r  P e r s o n a l i t y  problems. This  approach o f f e ra  
a Process  f o r  working w i t h  c l i e n t s  who a r e  s e r i o u s l ~ r  
emot iona l ly  d i s turbed .  The c l i e n t  is  malad jus ted  
t o  8oc ie ty ,  and t h e  counse lor  must e f f e c t  a change 
I n  the  c l i e n t ' s  P e r s o n a l i t y  o r  behav io r  problems. 
I n  o r d e r  to r e c o n s t r u c t  t h e  p a s t ,  t h e  counse lor  
u s e s  t h e  case  h i s t o r y ,  t h e  technique of f r e e  
a s s o c i a t i o n ,  and t h e  technique of dream a n a l y s i s .  
The purpose i s  a r e c o n s t r u c t u r i n g  of t h e  person- 
a l i t y ,  which a f f e c t s  the  c l l e n t f s  whole l i f e ,  t h e  
way h e  s e e s  himself ,  and h i s  r e l a t i o n s h i p s  w i t h  
o t h e r s .  Because of t h e  major changes involved,  
t h e  psychoanaly t ic  approach u s u a l l y  r e q u i r e s  a 
cona lde rab le  l e n g t h  of time. 
5. Learning theory approach. Counselors who use  the 
l e a r n i n g  t h e o r y  approach b e l i e v e  t h a t  t h e  p r i n c i p l e s  
of l e a r n i n g  a r e  used a s  bases  of p e r s o n a l i t y  f o m -  
a t i o n  and change. The counse lor  u s e s  t h e s e  
p r i n c i p l e s  t o  he lp  t h e  c l i e n t  r e l e a r n  e f f e c t i v e  
ways of behavior .  This approach i s  considered 
t o  be a  l e a r n i n g  process  where t he  r e s u l t s  of 
p a s t  l e a r n i n g s  a r e  modified; t h e r e f  o re ,  t h e  coun- 
s e l o r  w i l l  want t o  know about cond i t ions  and 
c i r c m s  t ances  of p r i o r  l ea rn ing .  The new l e a r n i n g  
is  t r a n s f e r r e d  bg g e n e r a l i z a t i o n  t o  s i t u a t i o n s  
o u t s i d e  of counse l ing  a s  i t  has been l ea rned  i n  
t h e  counse l ing  s i t u a t i o n .  
6. Dimensions o r  communications approach. Counselors 
who u s e  t h e  dimensions approach d e a l  w l t h  a w i d e  
v a r i e t y  of problems, p l ay  a number of d i f f e r e n t  
r o l e s ,  and use  a wide v a r i e t y  of techniques .  
Th i s  approach ha s  a developmental as w e l l  a s  a 
remedia l  emphasis, as a c l i e n t  may b e  helped t o  
develop and make f u l l  use  of h i s  p o t e n t l a l i t l e a  
as w e l l  as remedy o r  so lve  problems. Th i s  
approach resembles the  e c l e c t i c  approach u n t i l  
t he  problem becomes c l e a r .  A t  that t h e  t h e  
counse lor  chooses a d e f i n i t e  method t o  fo l low 
i n  t h e  s o l u t i o n  of t h e  counse lee ' s  problems. 1 
No m a t t e r  which type of counse l ing  t h e  counse lor  
employe, i t  i s  h e l p f u l  t o  know t h e  o t h e r  e x i s t i n g  p o i n t s  of 
view, There i s  no one approach t h a t  has  been proved t o  be 
t h e  b e s t .  2 
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Counsel ing i n  t h e  school  i s  mainly concerned w i t h  t h e  
p r o b l e m  of normal individuals who a r e  seeking o r  who s tand  
i n  need of help.  Too o f t e n  i n  t h e  p a s t  w r i t e r s  have tended 
t o  overemphasize the  c l i n i c a l  a s p e c t s  of counse l ing  a t  t h e  
expense of  i t s  more g e n e r a l  aspec ts .  A l l  p u p i l s  have pro- 
blems. School  counse l ing  w i l l ,  I t  is t r u e ,  be very  much 
concerned w i t h  t h e  extreme cases  of maladjustment, bu t  t h i s  
concern  w i l l  be  c e n t r a l i z e d  i n  r e c o g n i t i o n  of such cases  and 
c o o p e r a t i o n  w i t h  t h e  s p e c i a l i z e d  he lp  c a l l e d  i n  t o  t r e a t  them. 
The need a t  p r e s e n t  i s  f o r  t h e  improvement of counsel-  
i n g  methods w i t h i n  t h e  school,  which, whi le  no t  s p e c i a l i z e d  
i n  t h e  s t r i c t  sense  of t h e  term, can y e t  be e f f e c t i v e  i n  
meet ing  everyday problems. The t e a c h e r  can thus  work u i t h  
c o u n s e l i n g  e x p e r t s  t o  meet t h e  needs of h i s  pup i l s .  
The informat ion  se rv i ce .  The i n d i v i d u a l  i n  today ' s  
-
world f i n d s  i t  d i f f i c u l t  t o  unders tand t h e  environment i n  
which he m s t  l i v e ,  work, and progress .  Each year  b r i n g s  
a n  I n c r e a s e  i n  t h e  number of f a c t o r s  t h a t  add t o  t h e  com- 
p l e x i t y  of  s o c i e t y .  Such f a c t o r s  as i n d u s t r i a l  s p e c i a l i z a t i o n ,  
i nven t ion ,  i nc reased  popula t ion ,  econonic demand, and 
s o c i a l  a t t i t u d e s  a r e  b u t  a  few t h i n g s  t h a t  make a  dynamic 
environment f o r  every  ind iv idua l .  
The i n d i v i d u a l  who f a i l s  t o  keep himself  aware of 
t h e  demands of h i s  environment, nag become a  v i c t i m  of 
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o c c u p a t i o n a l ,  educa t iona l ,  o r  s o c i a l  f r u s t r a t i o n s ,  To 
a l l o w  t h e  s t u d e n t  o r  worker t o  exper ience f e e l i n g s  of 
f r u s t r a t i o n  wi thout  t h e  a s s i s t a n c e  of informat ion t h a t  w i l l  
l e s s e n  h l s  t e n s i o n  i s  t o  reduce h i s  e f f e c t i v e n e s s  and in-  
c r e a s e  h i s  maladjustment,  Every i n d i v i d u a l  must be  a ided 
i n  unde r s t and  i n g  t h e  ever-changing requirements  of h i s  
p r e s e n t  and f u t u r e  environment if  h i s  adjustment  i s  t o  be 
s a t i s f a c t o r y ,  I t  i s  f o r  t h i s  purpose t h a t  t h e  in format ion  
service i s  a major p a r t  of guidance se rv i ces .  1 
I n  t h e  p a s t  t h i s  s e r v i c e  has sometimes been c a l l e d  
t h e  "occupat  l o n a l  and e d u c a t i o n a l  s e r v i c e , "  The t i t l e  i s  
m i s l e a d i n g  because  of i t s  extreme emphasis upon occupa- 
t i o n a l  in format ion .  Occupat ional  in format ion  i s  not  t he  
on ly  type  of in format ion  which i a  e s s e n t i a l ,  P u p i l  d e c i s i o n s  
cove r  t h e  e n t i r e  range of human exper iences  and involve 
e v e r y  a s p e c t  of t h e i r  environment, The in format ion  s e r v i c e  
must s t r l v e  t o  meet t he  needs and 1ntereal;s  of a l l  ? - ~ s i l a ,  
- - : l ? tever  t h e i r  p l a n s  may be ,  dur ing  and af ' ter  l e a v i n g  
e lementary  and secondary schools .  2 
1 Raymond I?. Hatch, and Buford S t e f f l r e ,  Adminis t r a -  
t l o n  of Guidance S e r v i c e s  (Englewood C l i f f s ,  New Jersey :  
P r e n t G e - ~ a l l ,  lnm), p.  199. 
%. C. Roeber. G. 6 .  Smith, and C. B. Erickson,  
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The in fo rma t ion  s e r v i c e  c o n s i s t s  of t h ree  i d e n t i f  i a b l e  
b u t  c l o s e l y  i n t e r r e l a t e d  phases  of information,  I t  c o n s i s t s  
of in format ion  t h a t  i s  no t  normally presen ted  i n  the  t y p i c a l  
academic program. There seems t o  be a  growing acceptance of 
t h e  fo l lowing  t i t l e s  a s  t h e  major phases  of the  informat ion 
s e r v i c e :  ( 1 )  o c c u p a t i o n a l  informat ion,  ( 2 )  educa t iona l  i n fo r -  
mat ion,  (3 )  p e r s o n a l - s o c i a l  in format ion ,  
The t e r n  " se rv i ce"  impl ies  more than  a n  i n t e r p r e t a t i o n  
of i n fo rma t ion  i n  i t s  most l i t e r a l  sense. I t  impl ies  t h a t  
i n f o r m a t i o n  w i l l  b e  ob ta ined ,  housed, and presen ted  i n  such 
a manner a s  t o  b e  of  maximum b e n e f i t  t o  t h e  i n d i v i d u a l s  f o r  
whom t h e  s e r v i c e  has been organized.  Thus, t h e  informat ion 
s e r v i c e  i a  concerned w i t h  sources ,  methods of f i l ing ,  and 
t h e  b e s t  t echniques  of i n t e r p r e t i n g  inf'ormation of the  t h r e e  
major k i n d s ,  
Any sbrv loe  may Fmplement an ou ts tanding  program t o  
c o l l e c t  and house t h e  in format ion  but f a i l  t o  implement 
e f f e c t i v e  methods of  p r e s e n t a t i o n .  A s e r v i c e  of t h i s  kind 
i s  r e l a t i v e l y  u s e l e s s  and time-consuming. On t h e  o t h e r  hand, 
a  good program of  p r e s e n t a t i o n  l a  enhanced b y  a weal th  of 
i n fo rma t ion  i n  r e a d i l y  a c c e s s i b l e  l o c a t i o n s .  One then  
r e a c h e s  t h e  obvious conc lus ion  t h a t  a good informat ion 
a e r v i c e  is  a  complete s e r v i c e ,  w i t h  emphasis on t h e  tech-  
niques f o r  p r e s e n t a t i o n .  
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A pr ime consideration i n  t h e  development of  t h e  i n f o r -  
m a t i o n  s e r v i c e  is  t h e  s e l e c t i o n  of  m a t e r i a l s .  The guidance  
worker  may choose  f rom a wide o f f e r i n g ,  b u t  he must a l s o  
c o n s i d e r  a  b a l a n c e  of m a t e r i a l s  t o  i n s u r e  scope and d e p t h  
of i n fo rma t ion .  The laany b rochures ,  books, o u t l i n e s ,  c h a r t s ,  
f i l m s t r i p s ,  f i l m s ,  and r e l a t e d  t y p e s  of inf'omnatlon must be  
s e l e c t e d  and t h e n  c a r e f u l l y  i n t e g r a t e d  i n t o  t h e  t o t a l  guid-  
a n c e  program, if t h e y  a r e  t o  be of maximum b e n e f i t .  
Much of  t h e  p r epa red  i n fo rma t ion  c o n t a i n s  a s p e c t s  of  
a l l  t h r e e  o f  t h e  major  phases  of t h e  s e r v i c e ,  One b rochu re  
may be p r i m a r i l y  devoted t o  a  d i s c u s s i o n  of a  g i v e n  occupa- 
t i o n ,  y e t  c o n t a i n  s u g g e s t i o n s  f o r  t r a i n i n g  o p p o r t u n i t i e s  
related t o  t h e  occupation, I t  i s  a lmos t  imposs ib le  t o  f i n d  
i n f o r m a t i o n  t h a t  i s  t o t a l l y  o r i e n t e d  t o  one phase of i n f o r -  
n a t i o n .  This may be q u i t e  d e s i r a - l e  s i n c e  t h e  phases  r r e  s o  
c l o s e l y  i n t e r r e l a t e d .  
P r i v a t e  p u b l i s h e r s ,  e d u c a t i o n a l  i n s t i t u t i o n s ,  govern- 
m e n t a l  a g e n c i e s ,  t r a d e  a s s o c i a t i o n s ,  and many o t h e r  g roups  
and o r g a n i z a t i o n s  p r e p a r e  f r e e  and inex2ens ive  m a t e r i a l  
t h a t  nay  be used i n  t h e  inf'ormation s e r v i c e .  F o r  purposes  
of p r e s e n t a  t l o n  t h e  t y p i c a l  k i n d s  o f  p repared  i n f o r m a t i o n  
a r e  l i s t e d  unde r  e ach  of t h e  t h r e e  major  phases :  
m o n a l  a b s t r a c t s ,  b r i e f s ,  gu ide s ,  o r  monogrephs. 
2. Books d e s c r i b i n g  one o r  more occupa t i ons  i n  d e t a i l .  
3. Wal l  c h a r t s .  
4. F i l m s t r i p s .  
5. Filma, 
6, P e r i o d i c a l s .  
Educa t i o n a l  
1. Col lege  and u n i v e r s i t y  cata logues .  
2. Var ious  d i r e c t o r i e s  of i n s t i t u t i o n s  of h igher  education.  
3, Summaries of  s c h o l a r s h i p s  and loans .  
4. D i r e c t o r i e s  of p r i v a t e  schools. 
5. D i r e c t o r i e s  of t e c h n i c a l  schools ,  
6 ,  Fib. 
7. Wall c h a r t s ,  
8, Book le t s  w i t h  s tudy-habi t  suggestions.  
Personal-Soc i a l  
1, Book le t s  des igned t o  he lp  s t u d e n t  unders tand s e l f  
and o t h e r s .  
2, Workbooks w i t h  r ead ing  guides.  
3 .  Films.  4. Wall c h a r t s .  
5 ,  Brochures  w i t h  sugges t ions  f o r  good groo ing. 
6. V a r i e t y  of m a t e r i a l  on p e r s o n a l  hygiene. 'F 
The in fo rma t ion  s e r v i c e  should make c l e a r  t o  s t u d e n t s  
t h a t  t h e r e  a r e  v a r i o u s  reasons  why t h e  choice  of a n  occupat ion 
i s  impor tan t .  F ive  of t h e s e  reason3 are :  (1) the  choice  of 
a n  occupa t ion  may determine whether one w i l l  be employed o r  
unemployed, ( 2 )  t he  cho ice  of a n  occupa t ion  may determine 
s u c c e s s  o r  f a i l u r e ,  ( 3 )  t h e  choice  of an occupat ion may 
de t e rmine  whether  a pe r son  w i l l  enjoy o r  d e t e s t  h i s  work, 
(4) the c h o i c e  of a n  occupa t ion  in f luences  almost  every  
o t h e r  a s p e c t  of l i f e ,  ( 5 )  and the  occupational choices  de- 
t e r m i n e  how a  democra t ic  s o c i e t y  w i l l  u t i l i z e  i t s  manpowere 
2 
l ~ a t c h  and S t e f f l r e ,  a. c&., P*  201. 
' ~ o b e r t  Hoppock, Occupat ional  Inf 'ormatlon (New York: 
McGraw-Hill Book Company, Inc. ,  19571, pp.1-3. 
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One of t h e  most important  r e s p o n s i b i l i t i e s  of a 
s c h o o l  which i s  developing a n  o v e r - a l l  guidance program La 
t h e  p r o v i s i o n  of an  adequate  occupat ional  in format ion  l i b r a r y .  
To deve lop  such a l i b r a r y  of occupat iona l  informat ion,  it Fa 
necessa ry  f o r  t h e  l i b r a r i a n  and the  counse lors  t o  work to -  
g e t h e r  i n  s e c u r i n g  and purchasing ma te r i a l s .  An important  
phase  i n  deve loping  an adequate l i b r a r y  is  e s t a b l i s h i n g  a 
c l a s s i f y i n g  and f i l i n g  system which i s  e a s y  f o r  t h e  s t u d e n t s  
t o  unde r s t and  and use. 
The placement  s e rv i ce .  The placement s e r v i c e  i s  
-
t h a t  group of  a c t i v i t i e s  which p rov ides  t h e  nfollow-throughn 
t o  t h e  p u p i l l s  r e a l i s t i c  planning,  Placement a c t i v i t i e s  
should  e x l s t  a t  a l l  grade l e v e l s  and se rve  the  unique needs 
of a l l  p u p i l s ,  1 
Placement s e r v i c e s  a s a i a t  p u p i l s  i n  such post-school  
a c t i v i t i e s  as s e l e c t i o n  of a n  a p p r o p r i a t e  occupation,  educa- 
t i o n a l  i n s t i t u t i o n ,  and par t - t ime  employment. 2 
Whether a s t u d e n t  l eaves  school  by g radua t ion  of 
whether  he l e a v e s  by dropping out ,  p l ac ing  t h e  s tuden t  i n  
t h e  next  t r a i n i n g  i n a t i t u t l o n  i s  an  h 9 o r t a n t  p a r t  of t h e  
' ~ o e b e r ,  Smith, and Erickson,  GO 
' ~ a t c h  and S t e f f l r e ,  &. , pp. 222-223. 
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guidance  s e r v i c e .  1 
Young people  need he lp  i n  s ecu r ing  emplogment. A l -  
though t h e s e  young people  can  r ece ive  a i d  from government 
o r  p r i v a t e  placement bureaus ,  t h e  l o g i c a l  and most impor- 
t a n t  sou rce  o f  placement he lp  would seem t o  be t h e  s choo l  
w i t h  i t s  i n t i m a t e  knowledge of  t he  s t u d e n t s  and of h i s  a i m s  
and g o a l s .  T h i s  unique advantage inhe ren t  i n  t h e  school  
gu idance  program makes it p o s s i b l e  f o r  t h e  guldance coun- 
s e l o r  t o  p l a c e  s t u d e n t s  according t o  t h e i r  i n t e r e s t s ,  
a b i l i t i e s ,  and p e r s o n a l  h i s to ry .  
The f 'unct lons  of a well-organized placement s e r v i c e  
should  i n c l u d e  a v a r i e t y  of s e r v i c e s .  S tuden t s  and grad- 
u a t e s  who wish pa r t - t ime  o r  f u l l - t i m e  employment should be 
a s s  i s  ted.  P o t e n t i a l  drop-outs  who need guidance should be 
d l scovered .  Ass i s  t ance  should be g iven  drop-outs who 
need h e l p  i n  making t h e  t r a n s i t i o n  from schoo l  t o  occupa- 
t i o n a l  employment. A i d  should be  g iven  s t u d e n t s  who a r e  
i n t e r e s t e d  i n  c o n t i n u i n g  t h e i r  e d u c a t i o n a l  s t u d i e s .  Se rv i ces  
should be made a v a i l a b l e  a t  a l l  e d u c a t i o n a l  l e v e l s .  Edu- 
c a t l o r m l  and o c c u p a t i o n a l  inf'ormation should be made a v a i l -  
a b l e  t o  g r a d u a t e s  and o t h e r s  who have been  employed b u t  
who d e a i r e  a change. 
l ~ l i f f o r d  P. F roeh l i ch ,  Guidance S e r v i c e s  in Schools  
(New York: McGraw-Hi11 Book Company, 1 n c m .  p. 17. 
The o r g a n i z a t i o n  of t h e  placement s e r v i c e  w i l l  de- 
pend upon t h e  s i z e  and na tu re  of the  community and school ,  
t h e  Placement  needs of t h e  s tuden t s ,  and the  e x i s t e n c e  of 
o t h e r  f orma1 and informal  placement agenc ies  o r  a c t i v i t i e s .  
The i n t e r n a l  o r g a n i z a t i o n  of t h e  school  placement may fo l low 
any o r g a n i z a t i o n a l  p l a n  and s t i l l  coopera te  w i t h  t h e  United 
S t a t e s  Employment Agency, 
The placement p roces s  involves  t h r e e  phases of 
a c t i v i t y :  (1) p r e p a r a t i o n ,  ( 2 )  placement, and ( 3 )  follow-up, 
P r e p a r a t i o n  f o r  placement i nc ludes  t h e  o r l e n t a t i o n  
of s t u d e n t s  and f a c u l t y  r ega rd ing  the  a c t i v i t i e s  of t h e  
p lacement  s e r v i c e  and t h e  g a t h e r i n g  of m a t e r i a l  t o  e s t ab -  
l i s h  s t u d e n t  needs and job oppor tun i t i e s .  
Placement concern8 i t s e l f  w i t h  g a t h e r i n g  d a t a  
p e r t a i n i n s  t o  each  i n d i v i d u a l  a p p l i c a n t ,  w i th  e v a l u a t i n g  
a v a i l a b l e  job o p p o r t u n i t i e s  i n  r e l a t i o n  t o  t h e  a p p l i c a n t t  s 
q u a l i f i c a t i o n s  and d e s i r e s ,  and wi th  in te rv iewing  a p p l i c a n t s  
p r i o r  t o  making a  job r e f e r r a l ,  
The fol low-up f o r  placement i s  t o  d e t e r m i ~ s  t h e  
r e l a t i v e  s u c c e s s  of each i n d l v i d u a l  r e f e r r a l .  By ques t ion-  
i n g  employee and employer, in format ion  p e r t i n e n t  t o  bo th  
t h e  job and t h e  a p p l i c a n t  can  be eva lua ted  t o  provide f o r  
more e f f e c t i v e  placement i n  t he  f u t u r e o  
To d i s c o v e r  and g i v e  guidance t o  s t u d e n t s  who p l a n  
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t o  l e a v e  s c h o o l  be fo re  g radua t ion  and t o  a i d  those  who have 
a l r e a d y  l e f t  s c h o o l  i s  one of t h e  most v i t a l  f u n c t i o n s  of 
t h e  placement  s e r v i c e .  The number of drop-outs over  t h e  
n a t i o n  i s  s t a g g e r i n g  and of t e n  t h e i r  s u c c e s s f u l  adjustment  
t o  employment and l i f e  a i t u a t i o n s  i s  d i f f i c u l t ,  Most s t u d e n t s  
d rop  o u t  o f  s c h o o l  a t  a time of change when important  a d j u s t -  
ments must  b e  made. T h i s  can  be a t  any t r a n s i t i o n  p o i n t  i n  
t h e  ir e d u c a t i o n  program. 
The d i f f i c u l t i e s  which cause s t u d e n t s  t o  drop school  
may Be found o r  observed e a r l y  i n  t h e i r  e d u c a t i o n a l  develop- 
ment, If t e a c h e r s  a r e  aware of t h e s e  d i f f i c u l t i e s ,  t he  po- 
t e n t i a l  drop-out  may be guided towards t h e  completion of h i s  
e d u c a t i o n ,  Through s t u d i e a  made f rom school  r eco rdsp  i n t e r -  
views, and follow-up procedures ,  t h e  improvement of t h e  c u r r i -  
culum t o  meet t h e  needs of t h e s e  s t u d e n t s  can  be brought  about. 
The fol low-up se rv i ce .  The follow-up s e r v i c e  i s  t h a t  
-
p a r t  o f  t h e  guidance program which he lps  t o  determine whether 
t h e  e d u c a t i o n a l  program and t h e  guidance s e r v i c e s  a r e  meeting 
t h e  needs of t h e  i n d i v i d u a l  pupil.' 
By means of a  con t inu ing  follow-up of former s tuden t s ,  
t h e  e d u c a t o r  l e a r n s  t h e i r  problems, successes ,  and f a i l u r e s ,  
Yost  impor t an t  he o b t a i n s  t h e i r  sugges t ions  f o r  hprovement.  
' ~ o e b e r ,  Smith and Erlckson,  
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The follow-up s t u d i e s  must be  made a t  r e g u l a r  i n t e r -  
v a l s .  Thua, t h e  follow-up s e r v i c e  is a yarda t lck  by which 
t h e  s c h o o l  program i s  measured from year  t o  year. One 
1 a p e c i f  i c  survey  does  not  c o n s t i t u t e  a follow-up service .  
O r g a n i z a t i o n a l  p l ana  of t h e  follow-up should cons ider  
what groups  of i n d i v i d u a l s  w i l l  be  s tudied,  how o f t e n  s t u d i e s  
w i l l  be  made, and what procedure  w i l l  be followed. It i s  im- 
p o r t a n t  t o  p l a n  a c t i v i t i e s  and t o  e n l i s t  t h e  a i d  of those 
p e r s o n s  who a r e  competent and capable  of ca r ry ing  ou t  the  
program* 
The t y p i c a l  follow-up technique employs one o r  more 
o f  t h e  f o l l o w i n g  techniques:  in te rv iew,  postcard survey9 o r  
q u e s t i o n n a i r e .  Each approach has  c e r t a i n  advantages and 
d i sadvan tages .  The  i n t e rv i ew r e s u l t s  i n  t he  most va l id  
Informat ion ,  b u t  it i s  time-consuming and expensive. The 
p o s t c a r d  survey  l a  inexpensive and easy t o  conduct, but  t h e  
r e s u l t s  a r e  ex t remely  l imi t ed .  The ques t ionna i re  accomplishes 
some of  t h e  o b j e c t i v e s  of t h e  o t h e r  techniques and it over- 
comes, i n  p a r t ,  t h e  l i m i t a t i o n s  of t he  o t h e r  approachen. 
Many important  r e s u l t s  may be obtained from a follow-up 
s t u d y ,  The  s t u d y  may b e n e f i t  not  only t h e  graduate  o r  drop- 
o u t ,  b u t  i t  may a l s o  be of g r e a t  value i n  c l a r i f y i n g  p re sen t  
objectives, A follow-up atudg a l s o  provides  much Informa- 
t i o n  that can  be u t i l i z e d  i n  f 'uture programs. A sense of 
I 
Hatch and S t e f f l r e ,  2. G., p. 226. 
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s a t i s f a c t i o n  l a  a l s o  gained b y  t h e  former s tuden t  who knows 
t h a t  h i s  s c h o o l  i s  s t i l l  i n t e r e s t e d  i n  h i s  whereabouts and 
p r o g r e s s ,  Good s c h o o l - c o m n i t y  r e l n t i o n a  seem t o  grow out  
o f  t h i s  i n t e r e s t ,  1 
Other  t o p i c s  t h a t  could be chosen f o r  an o r i e n t a t i o n  
program i n c l u d e  s t u d y  problems, behavior  problems, c h i l d  
s t u d y  t echn iques ,  c h i l d  development, t h e  l e a r n i n g  process ,  
t h e o r i e s  of l e a r n i n g ,  i n d i v i d u a l  d i f f e r e n c e s ,  out-of -school 
s e r v i c e s ,  s c h o l a r s h i p  programs, pa ren t - t eache r  conferences,  
e f f e c t s  o f  home and environment, r e f e r r a l s ,  and grouping 
o f  s t u d e n t s .  
11. METHODS AND DEVICES USED TO I N I T I A T E :  
TRE O R I E N T A T I O N  PROGRAM 
The methods uaed f o r  conduct ing t h e  o r i b n t a t i o n  pro- 
grams are  many and va r i ed .  Due t o  t h i s  l a r g e  s e l e c t i o n  It  
i s  p o s s i b l e  t o  s e l e c t  t h e s e  methods which b e s t  meet t h e  
needs and i n t e r e s t s  o f  t h e  pe r sonne l  i n  t h e  l o c a l  school  
system,  Some of t h e  p o s s i b l e  different methods a r e  pre-  
s e n t e d  h e r e  f o r  c o n e i d e r a t i o n ,  
l ~ o n a l d  G. Mortensen, and A l l e n  M. Schmuller,  
Guidance i n  Schools  (New York: John Willeg & Sons, 
--
Inc . ,  19!57, 
F a c u l t y  meetings. The f a c u l t y  meeting has been 
w i d e l y  used as an o r i e n t a t i o n  device,  but the  widespread 
u s e  o f  t h i s  dev ice  g i v e s  no i n d i c a t i o n  of i t s  e f f e c t i v e -  
ness .  
Cook and F u l l  surveyed f a c u l t y  meetings i n  West 
V i r g i n i a  schoola.  They es t ab l i shed  f i v e  s tandards  
which f a c u l t y  meetings should meet: (1 )  be concerned 
w i t h  t eache ra '  p r o f e s s i o n a l  needs and f ocuaed on pro- 
blema i n  t h e  immediate school  environment; (2 )  the  
f a c u l t y  meet ings must be concerned with  broad develop- 
ment~ and p rov ide  f o r  p ro fes s iona l  needs of teachera;  
(3)  b e  w e l l  planned; ( 4 )  growth r e s u l t s  only i f  t eachers  
have been  c a r e f u l l y  prepared; and ( 5 )  t eache r s  should 
be encouraged t o  p a r t i c i p a t e .  1 
F r o e h l l c h  l i s t e d  some p r i n c i p l e s  of the o r i e n t a t i o n  
program: 
F i r s t ,  s ecu re  t h e  i n t e r e s t  of t h e  teachers  i n  t h e  
meeting. Second, prepare  t h e  t eache r s  f o r  t h e  experience 
you would l i k e  them t o  have. Third,  take i n t o  account 
t h e  f a c t o r  of f a t igue .  Fourth,  g ive  the  t eache r  an oppor- 
t u n i t y  t o  p a r t i c i p a t e ,  F i f t h ,  be sure  the  meeting dea l s  
w l t h  p r o b l e m  of concern t o  the  facul ty .2  
F a c u l t y  meeting8 t o  be of value should be planned. 
The t e a c h e r a  should b e  allowed t o  p l a n  t h e  year '  a program, 
e a c h  meet ing should fo l low a t h e  schedule, and have a 
t e a c h e r  as chairman.  The meeting ahould not be burdened 
w i t h  r o u t i n e  announcements. It should be held on school  
t i m e  and an a c c u r a t e  record should be kept  f o r  l a t e r  d i s t r i -  
b u t i o n  t o  t eache r s .  3 
3 ~ l i f f o r d  P. Froehl lch ,  Guidance Serv ices  Schools 
(New York: McGraw-HI11 Book Company, ~ n c x ,  p.r 
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Although t h e  f a c u l t y  meeting gene ra l ly  should not  
be a case conference  on a p a r t i c u l a r  Pupi l ,  it con t r ibu te s  
t o  t h e  knowledge and unders tanding  of ind iv idua l  p u p i l  
b e h a v i o r .  The meet ing should be  concerned w i t h  the  t eache r ' s  
professional needs and focused on problems i n  the  immediate 
s c h o o l  environment. 1 
F a c u l t y  meet ings  may be  uaed f o r  r e p o r t s  from staff 
members t h a t  a r e  based on t h e i r  reading,  v i s i t s ,  and thinking,  
and t h a t  d e a l  w i t h  a s p e c t s  of t h e  guidance se rv ices ,  The 
p u r p o s e  is  t o  broaden t h e  hor izons of t h e  staff so  that b e t t e r  
reoommendat Ions  may e v e n t u a l l y  be forthcoming, By knowing 
wha t  i s  b e i n g  done elsewhere,  f a c u l t y  members a r e  o f t e n  i n  
a good p o a i t i o n  t o  f a s h l o n  programs t h a t  might be success- 
ful I n  t h e i r  schools .  
F a c u l t y  meetings are uaed f o r  genera l  d lscussiona 
and f o r  reviewing and adopt ing  o v e r - a l l  plans.2 Ef'fectlve 
m e e t i n g s  encourage f r i e n d l y  conversa t ion  and c o r d i a l  r e l a t i o n -  
s h l p a  among t eache ra ,  admin i s t r a to r s ,  and s p e c i a l  guidance 
workera .  3 
' R O ~  D. Wileg, and Dean C. Andrew, Modern Methods 
and Techni  uea i n  Guidanoe (New York: Harper and 3 r o t h e r s ,  
m5Xx-k - -- 
' ~ r o e h l l c h ,  (19581, a* & a ,  P *  214. 
%llleg and Andrew, &. &J. 
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S t a f f  members who come i n  con tac t  w i th  c e r t a i n  grade 
l e v e l s  may b e  b rough t  t o g e t h e r  on occasion f o r  t h e  purpose 
of exchanging data concern ing  a g iven  l eve l .  From t h i s  
s h a r i n g  o f  i f l o r m a t i o n  may come a concentra ted e f f o r t  on 
t h e  most f r e q u e n t l y  mentioned problems as w e l l  as develop- 
i n g  awareness  o f  p o t e n t i a l  problems. It i s  d e s i r a b l e  t o  
d e v e l o p  n o t  o n l y  t h e  weaknesses b u t  a l s o  t h e  s t r e n g t h s  of 
any  g i v e n  group. 1 
Depar tmenta l  meet ings  may be held f o r  t h e  purpose 
of s t u d y i n g  ways and meana t o  implement t h e  guidance pro- 
gram. V o c a t i o n a l  i m p l i c a t i o n s  f o r  t h e  v a r i o u s  sub j e c t s  may 
b e  t h e  best c o n s i d e r a t i o n  t o  be  developed from t h e s e  meetings. 2 
S i x  planned f a c u l t y  meet ings  w i l l  be held f o r  
t e a c h e r s  and administrators of t h e  secondary schools ,  Creston,  
Iowa. The guidance  meet ings  a r e  scheduled f o r  3:30 P.E. 
on t h e  second Wednesday d u r i n g  t h e  months of September, 
October ,  November, January,  February,  and Apr i l .  Topics 
t o  b e  d i s c u s s e d  w i l l  b e  s e l e c t e d  by  t h e  t e a c h e r s t  committees. 
Dur ing  t h e  f i r a t  y e a r  of  t h e  o r i e n t a t i o n  program, the  guid- 
ance d l r e c t o r  w i l l  b e  r e s p o n s i b l e  f o r  choosing those top ics .  
' ~ l i f f o r d  E. Erlckson ,  --- A Bas i c  Text f o r  Guidance 
Workers (New York: P ren t i ce -Ha l l ,  Inc. , 194'iS; 
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The guidance  d i r e c t o r  w i l l  s e rve  a s  the moderator f o r  t h e  
f a c u l t y  meet ings,  
Teachers f  manuals. A teachers '  manual mag serve a s  
a g e n e r a l  o r i e n t a t i o n  t o  the  schoo l t s  program o r  i t  may 
d e a l  e x c l u s i v e l y  with guidance work, The manual  which 
c o v e r s  t h e  many phases  of the  school^ s program presen t s  
t h e  guidance  program a s  a n  i n t e g r a l  p a r t  of the  school; 
and all t h e  m a t e r i a l s  a r e  i n  one place,  making it e a s i e r  
f o r  t e a c h e r s  t o  use  them. The manual devoted exc lus ive ly  
t o  guidance  work Is a sepa ra t e  document and tends t o  high- 
l i g h t  t h e  guidance s e r v i c e s  and is e a s i e r  t o  r e v i s e  than 
a n  e x t e n s i v e  one, 1 
The manual devoted t o  guidance work may d e a l  w i t h  
t h e  guidance  program organiza t ion ,  where teachers  may g e t  
inforrrra t lon a b o u t  pup i l s ,  r e f e r r a l  procedures, t e s t i n g  
p r o g r a m ,  a t uden t  a c t i v i t i e s ,  in -serv ice  t r a i n l n g  p lans ,  
homeroom p l a n s ,  assemblies ,  and f a c u l t y  s o c i a l  a c t i v i t i e s .  
I t  i a  not enough to d i s t r i b u t e  manuals t o  teachers.  
P l a n s  must be made t o  g e t  t he  t eache r s  t o  read them and t o  
use t h e  informat ion ,  Best  r e s u l t s  will be obtained if t h e  
l ~ i l l e ~  nd Andrew, 90 PO 460. 
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t e a c h e r s  can  be persuaded t o  u s e  the  manual r a t h e r  than  
r e q u i r e d  t o  u s e  it. 1 
Guidance pe r sonne l  i n  t h e  secondary schools of 
Cres ton ,  Iowa w i l l  c o o p e r a t i v e l y  p l a n  and w r i t e  a manual 
f o r  t e a c h e r s  and a d m i n i s t r a t o r s  which w i l l  d e a l  exc lua lve ly  
w i t h  t h e  guidance program, This  manual w i l l  e x p l a i n  i n  
d e t a i l  t h e  f i n c t i o n s  and va lues  of the  guidance serv ices .  
I t  is  in tended  t h a t  t h l a  manual w i l l  be so  concise ,  and w i l l  
b e  s o  conven ien t  t o  use t h a t  t h e  manual w i l l  encourage 
t e a c h e r  i n t e r e s t ,  A l l  school  personnel  w i l l  r ece ive  t h i a  
manual a t  the  beginning  of t h e  school  year. 
Teachers '  commit tees. P a r t i c i p a t i o n  on commit t ees  
a i d s  t h e  t e a c h e r  t o  g a i n  information from col laagues  about 
t h e  guidance  program i n  g e n e r a l  and about t h e  s tuden t  body 
and p e r t  i c u l a r  p u p l l a  .* Commit t e e s  concerned w i t h  improrlag 
achool-guidance procedures  a r e  va luab le  Lf developed properly.  
F a c u l t y  members should be encouraged t o  e l e c t  commit- 
tees t o  c a r r y  on s i g n i f i c a n t  s t u d i e s  r e l a t i n g  t o  school  prob- 
lems. Some t e a c h e r s  may conduct follow-up s t u d i e s  of drop- 
l ~ r o e h l i c h  (1950) ,  s. &., pp. 273-274. 
2 ~ l l l e y  and Andrew, 2. c&., p. b5$. 
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o u t s ,  o t h e r s  may concern  themselves w i t h  the  number p a r t i -  
c l p a t i n g  i n  c o - c u r r i c u l a r  activities, and s t i l l  o t h e r s  may 
a t t a c k  t h e  problems of f a i l u r e s .  There i s  always a need 
for a  s c h o o l  t o  s t u d y  enrol lment  procedures, and t o  encour- 
age groups  i n t e r e s t e d  i n  p e r f e c t i n g  the schedule of r e c i t a -  
The bas is  of a l l  guidance--and a l l  good teaching-- is  
a n  u n d e r s t a n d  i n g  of t h e  i n t e r e s t s ,  a p t i t u d e s ,  background, 
p roblems,  and needs of each pupi l .  Surveys should be i n i t i -  
a t e d  t o  r e v e a l  t h e  na tu re  of p u p i l  problemst i n t e r e s t s ,  and 
needs. Surveying  g radua te s  and drop-outs a i d s  i n  determining 
t h e  gu idance  program's e f f e c t s  upon pupl l s .  Another valu-  
a b l e  d e v l c e  i s  t h e  o r g a n i z a t i o n  of t eache r s  i n t o  g r c w s  t o  
s t u d y  r e c e n t  e d u c a t i o n a l  r e s e a r c h  b e a r i n g  on t h e  problems of 
the schoo l .  Many s t u d i e s  a r e  c u r r e n t l y  be ing  r epor t ed  i n  
books,  p e r l o d l c a l s ,  t h e s e s ,  and o t h e r  media. 
Roeber, Smith and Er ickson  suggested methods which 
have b e e n  proved e u c c e s s f u l  i n  planning f o r  guidance s e r -  
v i c e s :  
(1) A l l  members of t h e  s t a f f  may p a r t i c i p a t e  i n  
commit tees  which s t u d g  v a r i o u s  a s p e c t s  of the  guidance 
s e r v i c e s  and a f t e r  dec id ing  upon d e s i r a b l e  changes make 
recommendations t o  t h e i r  a d m i n i s t r a t i v e  o f f i c e r s ;  ( 2 )  a 
s i n g l e  sma l l  committee of s t a f f  members under  the 
l e a d e r s *  i p  of t h e  p r i n c i p a l  makes recommendation f o r  
future organLzat iona1  s t e p s  t o  t h e  s t a f f  a s  a whole; 
and ( 3 )  employing one o r  t h e  o t h e r  of the  above plans.  1 
'E. C. Roeber, G. E. Smith, and C. E. Erickson,  
O r g ~ n l z a t i o n  and AdmLnlstrat lon o f  Guidance Se rv ices ,  ( N e w  
k o r k :  ~ c ~ r a w - K i l l  Rook Company, ns), p. 269. 
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L i n e s  of communlcat ion a r e  necessary be tween any com- 
m i t t e e  and o t h e r  s t a f f  members. Differences of opinion must 
be d i s c u s s e d  and brought  into t h e  open. Staff  members should 
n o t  be  al lowed t o  develop a t t i t u d e s  of susp ic ion  because of 
ignorance of  d e c i s i o n s ,  p lans ,  o r  funct ions .  
A t  t h e  A p r i l  f a c u l t y  meeting each gear  the  secondary 
school members w l l l  e l e c t  s ix  t eache r s  and one admin i s t r a to r  
t o  f u n c t i o n  a s  a guidance committee f o r  the fo l lowing  year.  
This committee w i l l  a id  the  guidance personnel  t o  carry on 
t h e  f u n c t i o n s  of the  guidance program, The guidance com- 
m l t t e e  w l l l  meet once a month f o r  the  purpose of d i scuss ing  
problems t h a t  concern guidance a c t i v l t i e a ,  The time of 
this meet ing  w i l l  be formulated by t h e  committee members. 
From t h e  d i s c u s s i o n s  a t  these meetings, t o p i c s  w i l l  be 
chosen  f o r  the  f a c u l t y  meetings. The guidance d i r e c t o r  w i l l  
a c t  as a n  ex-off i c i o  member of t h i s  committee. 
Kemoranduma from counselor .  One of the  p r i n c i p a l  
objections to t eache r s '  manuals is t h e i r  bulk.  The i r  s i z e  
i s  a d e t e r r e n t  t o  t h e i r  use  by teachers .  Teachers postpone 
reading t h e m  u n t i l  they f e e l  they  have s u f f i c i e n t  time. 
F u r t h e r  ob jec  t i ona  t o  comprehensive t eache r s1  manuals a r e  
based  on the  h l ~ h  c o s t  of pub l i ca t ions ,  t h e  ex tens ive  
t lme r e q u i r e d  t o  p r e p a r e  t h e  manuscript ,  and t h e  d i f f i c u l t y  
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i n  k e e p i n g  it  c u r r e n t  w i thou t  undue expense, Because of 
t h e s e  o b j e c t i o n s ,  some schoo l s  r e l y  upon teachers '  guidance 
b u l l e t i n s  o r  memoranduma from t h e  counselor,  1 
The memorandums a r e  a convenlent  method of making 
announcements and handl ing  admin i s t r a t ive  mat tera ,  b u t  
t h e i r  moat Important  u se  i s  t o  f u r n i s h  t eache r s  w i th  sug- 
g e s t i o n s  f o r  improving t h e i r  counsel lng a b i l i t y .  2 
Memorandums a r e  read more widely than  teachera '  
manuala;  they  a r e  e a s i l y  prepared and inexpensively d i s t r i -  
b u t e d ;  t h e y  a r e  up-to-date and adaptab le  t o  new i deas  a s  
t h e s e  a r e  developed.3 
Memorandums may b e  used t o  inform t eache r s  of voca- 
t l o n a l  d a t a ,  t o  p r e s e n t  s e r v i c e s  of the  guidance program 
f o r  p u p i l s ,  t o  c a l l  a t t e n t i o n  t o  informat ion which t eache r s  
can t r a n s m i t ,  and t o  p r e s e n t  va luab le  m a t e r i a l s  f o r  i n s t r u c -  
t i o n a h  The memorandum from t h e  counselor  m y  inc lude  
I n t e r e s t - c a t c h l n g  announcements of books i n  t h e  t eache r s  
l ~ r o e h l l c h  (1958). 2. p.  275. 
* l b i d  , p.2111. 
3 w i l l e y  end Andrew, 2. G., pa 460. 
4 ~ b l d .  -
p r o f e s s i o n a l  l i b r a r y .  1 
The use and p roduc t i ons  of memorandums on  v a r i o u s  
a s p e c t s  o f  gu idance  a r e  f r e q u e n t l y  a broadening exper ience  
f o r  t e a c h e r a .  The t e a c h e r s  c a n  be  informed concerning 
r e l e v a n t  r e s e a r c h  and promis ing  p r a c t i c e s  i n  a form t h a t  
i a  u s a b l e  t o  t h e  s t a f f  and w i l l  i n c r e a s e  t h e i r  unde r s t and ing  
of t h e  gu idance  s e r v i c e s .  2 
The guidance  p e r s o n n e l  w i l l  be r e s p o n s i b l e  f o r  the 
memorandum s e n t  t o  t h e  f a c u l t y  members and admin i s t r a to r s .  
These memorandums w i l l  be prepared and d i s t r i b u t e d  as hhe 
need a r i s e s .  A s p e c i a l  guidance memorandum fo rm w i l l  be 
u sed .  
Teache ra '  p r o f e s s i o n a l  l i b r a r g .  The t e ache r s '  pro- 
f e s s i o n a l  l i b r a r y  i s  one of the  impor tant  methods used i n  
the o r i e n t a t i o n  program. An adequate l i b r a r y  of p r o f e s s i o n -  
a l  booka  and p e r i o d i c a l s  can  c o n t r i b u t e  much t o  t h e  succes s  
of an o r i e  n t a t l o n  program. Those charged w i t h  t h e  adminis-  
tration of t h e  o r i e n t a t i o n  program w i l l  do w e l l  t o  concen- 
trate on  t h e  e s t a b l i s h m e n t  of a minimum l i b r a r y . 3  
' ~ r o e h l i c h  (1958). 9. g., PP. 278-279. 
2 ~ a t c h  and S t e f f l r e ,  OJ. Lt.,  p. 319. 
3 ~ r o e h l l c h  (1958) .  s. P.  279. 
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The l i b r a r y  should  b e  c e n t r a l l y  l oca t ed  o r  e a s i l y  
a c c e s s i b l e .  It  would seem a l t o g e t h e r  reasonab le  f o r  t h e  
s u p e r i n t e n d e n t  and p r i n c i p a l  t o  e s t a b l i s h  a read ing  room. 
A t  t r a c t i v e ,  c o m f o r t a b l e  r e a d i n g  c e n t e r s  f o r  the  s t a f f  e i t h e r  
i n  t h e  l i b r a r y  o r  I n  t h e  lounge a r e  one way o f  mo t iva t i ng  
t e a c h e r s  t o  r ead  mater ia la . '  Loca t ing  t h e  l i b r a r y  i n  an 
a d m i n i s t r a t o r s  o f f  l c e  is  a poor  choice. 
The t e a c h e r s '  p r o f e s s i o n a l  l l b r a r y  ahould c o n t a i n  
p u b l i c a t i o n s  of i n t e r e s t  t o  a l l  s choo l  personnel .  The 
v a l u e  o f  a p r o f e s s i o n a l  l i b r a r y  does not l i e  i n  t h e  mere 
p o s s e s s i o n  of t h e  p u b l i c a t i o n a .  They must be  read.  The 
faculty members shou ld  be  informed a b o u t  new m a t e r i a l s  
t h a t  have  b e e n  added t o  t h e  l i b r a r y .  A t t e n t i o n  c a n  be 
c a l l e d  t o  gu idance  p u b l i c a t i o n s  through the  use  of  memo- 
randums f r o m  t h e  counse lor .  2 
The a e l e c t i o n  of x m t e r i a l s  should not be l e f t  t o  
t h e  a u p e r l n t e n d e n t  and p r i n c i p a l  alone.  The s taff  shoald  
be a l l o w e d  t o  p a r t i c i p a t e  a c t i v e l y  i n  d e c i d i n g  what m a t e r i a l  
i s  t o  b e  purchased.3  
ll 'Occupationa," The Vocat iona l  J a u r n a l ,  XXX:CXCVIII 
(Oc tober-May, 1 9 5 1 - 1 9 5 2 r  . 15. 
Z ~ r o e h l l c t  (19501, 9. G . 3  P *  263. 
3 ~ r l c k s o n ,  9. g., P .  405. 
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S t a t e  s u p e r v i s o r s  of guidance se rv ices  can be con- 
s u l t e d  f o r  recommendatlone regard ing  booka t o  be purchased 
as w e l l  a s  s t a t e  and n a t i o n a l  guidance organizat ions .  
F i n a n c i n g  t h e  purchase of books is  o r d i n a r i l y  not 
a n  Insurmountable  problem even if the school1 s budget does 
n o t  p r o v i d e  f o r  it. The l o c a l  Parent-Teacher Association,  
professional o r g a n i z a t i o n s ,  and s e r v i c e  c lubs  might be 
i n t e r e s t e d  i n  e s t a b l i  ahing and maintaining a  t eache r s '  pro- 
f e s s i o n a l  l i b r a r y ,  1 
The t e a c h e r s '  p r o f e s s i o n a l  l i b r a r y  is  loca ted  i n  
t h e  t e a c h e r s t  lounge of the  Creston Community High Schoolo 
There w i l l  be  a s e c t i o n  reserved f o r  ma te r i a l s  p e r t a i n i n g  
t o  guidance  and counse l ing  s e r v i c e s ,  I t  w i l l  be t h e  respons i -  
b i l  i t y  of glrlidance personnel  and the  teacherat  g d d a n c e  
commit tee  t o  recommend ma te r i a l a  t o  be placed i n  t h i s  
1 I b r a r y .  
Exper t s .  Consultancy s e r v i c e s  a r e  needed i n  many 
s c h o o l  s i t u a t l o n s  to s t i m u l a t e  t eache r s  t o  develop t h e  guid- 
ance  p o i n t  of view. The very te rm "guidance" nas come i n t o  
the l i t e l - a t u r e  only  w i t h i n  t h e  p a s t  t h i r t y  years ,  and bhere 
c o n s t a n t l y  appear  new developments about which t eache r s  a r e  
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n o t  l i k e l y  t o  l e a r n  through t h e i r  own e f f o r t s ,  To secure  
t h e  s e r v l c e s  of o u t s t a n d i n g  people  i n  t h i s  f i e l d  l a  t o  take 
a n  i m p o r t a n t  s t e p  toward a s s u r i n g  the success of 'the or ien-  
t a t i o n  program. It  i s  adv i sab le  t o  b r i n g  these s e r v i c e s  t o  
t h e  s c h o o l  a t  School  Board expense, r a t h e r  than  acqui re  them 
f r e e  of charge.  Persons seem t o  g e t  more from se rv ices  ren- 
d e r e d  when t h e y  have t o  pay f o r  them and t h e  counsultancy 
group may d e v o t e  more t ime and energy to an in t ens ive  pro- 
gram when t h e m  i s  a f e e  f o r  t h e i r  services.' It i s  not 
impl i ed  t h a t  such a  program should be a money-making a f f a i r  
f o r  any  p e r s o n  o r  i n s t i t u t i o n .  Erickson has s t a t e d  that 
"it should be a s e r v i c e  p r o p o s i t i o n  on a business  bas i s .  ft 2 
A q u a l i f i e d  counse lor  may be c a l l e d  t o  demonstrate 
the s e l e c t e d  guidance  a c t i v i t i e s  i n  e x i ~ t e n c e  i n  t h e  l o c a l  
echoo l ,  u t i l i z i n g  l o c a l  r eco rds ,  information,  mater ia l s ,  
and l o c a l  p u p i l s .  
The guidance  program should u t i l i z e  every a v a i l a b l e  
o p p o r t u n i t y  f o r  u s l n g  the s e r v i c e s  of t h e  s t a t e  guidance per-  
sonnel and c o u n s e l o r - t r a i n e r s  i n  promoting and developing 
o r i e n t a t i o n  program80 Other guidance s p e c i a l i s t s  can be 
' ~ l i f f o r d  E. Er ickson and Glenn E. Smith, Organization 
and A d m i n i s t r a t i o n  -- of Guidance Se rv ices  (New York: 2 1 ~ G ~ ~ ~ -  
FTT1 R O O ~  Company, ~nc-I, p. 210. 
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u t i l i z e d  t o  work w i t h  t h e  t eache r s  on s p e c i f i c  ind iv idua l  
o r  community problems. It i a  the  wise guidance d i r e c t o r  who 
I s  w i l l i n g  and eager t o  use  p ro fes s iona l  se rv ices  from organl-  
z a t l o n s  and L n s t i t u t l o n s .  The most e f f i c i e n t  guidance worker 
s h o u l d  r e a l i z e  t h a t  he can always l e a r n  f rorn the  expe r t s  i n  
t h e  f i e l d .  
T a l k s  by  guldance a p e c l a l i s t s ,  followed by discussions 
may prove  h e l p f u l ,  Some of the ob jec t ives  of such a group 
meeting cou ld  b e  t o  c l a r i f g  t h e  m a n i n g  of guidance; t o  point 
o u t  t h a t  much i s  a l r e a d y  be ing  done i n  busineas,  industry,  
and th armed f o r c e s ;  t o  desc r ibe  a c t i v i t i e s  Ln other  schools;  
t o  overcome f e a r s  of inadequacy; and t o  po in t  out  the  jo in t  
r e s p o n s  i b i l l t i e s  of home and school. 1 
Expert8 i n  guidance and counsel ing w i l l  be inv i t ed  t o  
p a r t i c i p s t e  i n  C r e s t o n ' s  pre-school workshop, The expe r t s  
w i l l  b e  secu red  from t h e  Iowa S t a t e  Department of Publ ic  
I nc t r u c  t l o n  and v m i o u s  c o l l e g e s  o r  u n i v e r s i t i e s .  The Creston 
Board  o f  Educa t ion  w i l l  pay any expenses incurred f o r  these  
c o n s u l t a n c y  s e r v i c e s .  Consul tants  mag be inv i ted  t o  Creston 
durlng the y e a r  t o  a i d  and help  w i t h  s p e c i a l  problems i n  
guidance and counseling. 
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Workshops. F requen t ly  an o r i e n t a t i o n  program c e n t e r s  
a round  a workshop. A p r a c t i c e  which is ga in ing  f avor  is 
that o f  h o l q i n g  a workshop dur ing  t h e  week preceding the  
o p e n i n g  o f  t h e  s c h o o l  term f o r  which the  teachers  r e c e i v e  
a d d i t i o n a l  s a l a r y .  1 
The workshop may be an informal o rgan iza t ion  wi th in  
a c i t y  u s i n g  a l o c a l  t eache r  o r  counaelor a s  a resource 
p e r s o n  o r  t h e  workshop m y  involve connection w i t h  a co l lege  
o r  u n i v e r s i t y  s o  t h a t  c r e d i t  might be recorded f o r  promotion 
o n  t h e  s a l a r y  schedu le  o r  toward a degree* 2 
The workshop i s  based upon well-known p r i n c i p l e s  of 
l e ~ r n i n g .  The success  of the  workshop i s  very dependent 
upon t h e  i n t e r e s t  and e f f o r t  of those t ak ing  p a r t  i n  the 
program. The s u b j e c t  of the  workshop s h m l d  be determined 
b y  l o c a l  problems,  needs, and i n t e r e s t s .  3 
2 ~ a u l  B. Jacobson,  W i l l l a m  C. Iieavis, and James Do 
Logsdon, The ETfec t lve  School P r l n c l  a1 (Engleuood Cliffs ,  
Yew J e r s e y :   renti ice-~amnc., p 10% 
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Workshops c a n  be  h e l d  f o r  teachers  a t  a  one-grade 
l e v e l  o r  i n  a a i n g l e  school ,  o r  it may include a l l  teachera 
i n  t h e  system. The flexibility of the  workshop l a  pa r t l cu -  
l a r l y  u s e f u l  f o r  o r i e n t a t i o n  durlng the r egu la r  school  o r  
t h e  summer. Tha workshop may be organized t o  cover seve ra l  
h o u r s ,  one o r  two days, a  week, o r  once a  month, 
Al though t h e  l e a d e r  of t he  workshop i s  usua l ly  a 
member of t h e  l o c a l  s taff ,  consu l t an t s  a r e  usually c a l l e d  
i n  t o  l o c a t e  m a t e r i a l  they need and to t e s t  the  conclusion 
o r  p l a n s  they formulate. Many co l l eges  and u n i v e r s i t i e s  
make r e g u l a r  f a c u l t y  members a v a i l a b l e  as  consu l t an t s  f o r  
small f e e s .  Most s t a t e s  provide a  s t a t e  superv isor  o f  
guidance s e r v i c e s  f o r  consu l t an t  s e rv ices .  Since s e r v i c e s  
o b t a i n e d  from h i s  off i c e  a r e  f r e e ,  even achools with  l iml ted  
budgets c a n  have e x p e r t  consul ta t ion .  1 
The a t t endance  of a l l  school personnel a t  a  th ree-  
d a y  workshop which Is held a t  t h e  beginning of t h e  school  
year I s  a r e q u l r a m n t  of t h e  Creston Publlc Schools. This 
workshop ie a n  o r i e n t a t i o n  program f o r  new teachers  and an  
i n - s e r v i c e  t r a i n i n g  program f o r  those teachers  r e tu rn ing  t o  
t h e  sya tern. Psrmlss ion  has been secured from the  Superin- 
t e n d e n t  of t h e  Cres ton  Publ ic  Schools t o  use one morning 
s e s s i o n  for i n - s e r v i c e  educa t ion  i n  guidance and c o u a s e l i q .  
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Experts and  consultants w i l l  be b r o u g h t  t o  Cres ton  t o  & id  
i n  t h i s  works  hop program, 
Individual t e a c h e r - c o u n s e l o r  conference.  The c a s e  
conf'erence i s  a c o n f e r e n c e  devoted t o  t h e  i n t e n s i v e  s t u d y  
o f  a n  i n d i v i d u a l  p u p l l .  I t  has  as i t s  purpoae t h e  g a i n i n g  
of a n  u n d e r s t a n d i n g  o f  t h e  p u p l l  i n  o r d e r  t o  make recommenda- 
t i o n s  wh ich  w i l l  bring a b o u t  b e t t e r  ad jus tment  f o r  him, 1 
I n  a d d l t i o n  to f u l f i l l i n g  this purpose ,  i t  c a n  be  a n  
effective medium o f  o r i e n t a t i o n .  
The case c o n f e r e n c e  is based on t h e  p r i n c i p z e  t h a t  
g u i d a n c e  i s  a s h a r e d  r e s p o n s i b i l i t y  of a l l  f a c u l t y  members 
concerned w i t h  t h e  optimum development of each  p u p i l o 2  
The e x p e r i e n c e  shou ld  r e a u l t  i n  t e a c h e r  growth i n  t h e  under- 
s t a n d i n g  of g u i d a n c e  problems and inc reased  l i k e l i h o o d  of 
worthw!; i l e  recommendations f o r  t h e  improvement of guidance  
a e r v i c e a . 3  
The c a s e  s t u d y  approach  has innumersble v a r i a t i o n s .  
The c a a e  s t u d y  i s  found more i n t e r e s t i n g  and meaningful  when 
c n e e  s t u d y  i n s t r u m e n t s  a r e  used m i c h  i n c l u d e  e x e r c i s e s  de- 
s igned t o  help the u s e r  to a p p r a i s e  h i s  unders tand ing  of 
' ~ d ~ n r  L. Harden, How t o  O r  anize Your Guidance Program 
- - T - - T 9 m  2. 12. (Chicago: S c i e n c e  Resea r ch  Assoc ates ,  
3Hatch and S t e f f l r e ,  2. a., P O  317. 
human development and t o  e v a l u a t e  h i s  s k i l l s  i n  diagnosis  
and prognos  is 1 
Most c o u n s e l o r s  seem t o  p r e f e r  t h e i r  own ou t l i nes ;  
however, most  o u t l i n e s  have many p o i n t s  i n  The 
o u t l i n e  permits t h e  p r e s e n t a t i o n  of major f a c t s  about &he 
p u p i l  and h i s  environment In an  o rde r ly  fashion.  For 
o r i e n t a t i o n  purposes ,  t h e  oppor tun i ty  f o r  the  l e s s  s k i l l e d  
t o  have h i s  i d e a s  eva lua ted  b y  t h e  more s k i l l e d  membera 
of t h e  group,  makes t h e  case  conference a d e s i r a b l e  pro- 
cedure .  3 
Hatch  and S t e f f l r e  s t a t e d  the  fol lowing ideas  
c o n c e r n i n g  c a s e  conferences .  
L e a d e r s h i p  l n  case conferences  w i l l  b e s t  come from 
t h e  c o u n s e l o r  o r  someone else on t h e  staff w i t h  s p e c i a l  
t r a i n i n g  i n  t h e  p r e p a r a t i o n  of case  s t u d i e s  which a r e  
a p r e r e q u i s i t e  t o  t h e  case  conference i t s e l f .  P a r t i c i -  
p a n t s  i n  t h e  conference wf ll lnclude teachers  who a r e  
i n  c o n t a c t  w i t h  t h e  pup i l ,  a s  we 1 a s  admin i s t r a to r s  
and o t h e r  spe c i a l l z e d  personnel.  k 
The c a s e  conference  i s  based upon t h e  assumption t h a t  
t h e  m u t u a l  p o o l i n g  of i n f o r n a t i o n  by staff mmbers will con- 
l ~ a n e  Warters, Technique8 of Counselln (New York: 
McGraw-Hi11 Book Company, I n c  ., lT4 +-290. 
2 ~ r o e h l l c h  (1958) ,  9. Lt., I?. 279. 
3 ~ r o e h l i c h  ( 1 9 5 8 ) ,  2. a*, P* 273. 
4 ~ a t c h  and Stef ' f l r s ,  2. G., Pa 317. 
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t r i b u t e  t o  u n d e r s t a n d i n g  a g iven  p u p i l ' s  behavior and a l s o  
t o  h e l p  l a y  p l a n s  f o r  a psychologica l  cl imate adapted to h i s  
needs. From t h e  teacher -counse lor  conference, numeroua ideas 
a b o u t  an i n d i v i d u a l  can  very o f t e n  be combined t o  f u r t h e r  t h e  
u n d e r s t a n d i n g  of  t h a t  ind iv idua l .  The teacher-counselor confer- 
e n c e  p r o v i d e s  a base f o r  suggested irapmvement, and  it r a i s e s  
t h e  p r o f e s s i o n a l  l e v e l  of t h e  s t a f f  which should r e s u l t  i n  
b e t t e r  g u i d a n c e  and counse l ing  act ion.  
The c a s e  conference u t i l i z e s  the observations and un- 
d e r s t a n d i n g s  of a l l  s t a f f  members i n  the study of the whole 
p u p i l .  These o b s e r v a t i o n s  may cover such top ic s  a s  phys ica l  
condition, s t u d y  s k i l l s  and hab i t s ,  a t t i t u d e  toward subjec ts ,  
a b i l i t i e s ,  achievement,  i n t e r e s t s ,  pe r sona l i ty  character-  
i s t i c s ,  a t  t i t u d e  toward work, and home neighborhoods. 
U s u a l l y  t h e s e  conferences  w i l l  c en te r  on the  s tudy 
of a p u p i l  who is caus ing  some concern to one o r  more teachers  
b e c a u s e  of h i s  f a l l u r e  t o  l ea rn ,  h i s  classroom behavior,  o r  
h i s  i n a b i l i  t y  to e s t a b l i s h  and maintain s o c i a l  r e l a t i o n s h i p s  
w i t h  p e e r s .  Conferences may include a shor t  conference on 
a s p e c i f i c  problem, a  conference s e r i e s  planned t o  cover a 
s p e c i f i c  guidanoe ac tLv i ty ,  o r  a c o n f e ~ e n c e  on r e l a t e d  a reas ,  
ouch a s  curr iculuxc ~ l a n n i n g .  
The c o u n s e l o r  and t h e  y u p l l ~ s  advisor  c o l l e c t  i d o m -  
tlon a b o u t  such  f a c t o r s  a s  home condi t ions ,  school  marks, and 
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t e s t  r e s u l t s .  The t e s t  r e s u l t s  would be placed on a  black- 
b o a r d  o r  chalkboard.  All personnel  l n t e r e s  ted and responal-  
b l e  f o r  working w i t h  t h e  youngs te r  would meet with the  
c o u n 3 e l o r o  1 
A t  t h e  beg inn ing  of t he  conference, t h e  person i n  
c h a r g e  would rev iew t h e  in format ion  a v a i l a b l e  on t h e  pupi l ,  
The v i s i t i n g  t e a c h e r  and nurse  r e p o r t  addi t iom.1  f a c t s ,  The 
o t h e r  members of t h e  conference add what informat ion they 
have,  The  counselor^ s f u n c t i o n  i s  to  a i d  teachers  i n  under- 
s tand ing  t h e  p u p i l ,  
Once t h e  conference  has gone beyond the  l i s t i n g  of  
symptoms and has  i d e n t i f i e d  the  causes  of behavior,  conf'er- 
ence  members are r eady  t o  cons ide r  ways the  pup i l  might be 
he lped  t o  make a b e t t e r  adjuztment. 2 
The c a s e  s t u d i e s  may be t r a i n i n g  sess lons  and 
a t t e m p t a  a r e  made t o  s e l e c t  a d i f f e r e n t  type of problem 
e a c h  t ime  and t o  r e s t a t e  c a s e s  so a s  t o  include p e r i o d i c  
p o r t i c l p a t l o n  of a l l  f a c u l t y  rnem?~ers.3 
The e x p e r i e n c e  of t h e  case  conference has many values. 
The staff can be  shown the  value of the i nd iv idua l  inventory 
s e r v i c e ,  how I t s  s e r v i c e  he lps  t e a c h e r s  understand c h i l d r e n  
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and t h u s  h e l p  them t o  per form t h e i r  job of teaching b e t t e r .  
The c a s e  c o n f e r e n c e  c a n  h i g h l i g h t  t h e  importance of a b e t t e r  
i n f o r m a t i o n  a e r v l c e ,  a  placement ae rv lce ,  o r  a  counseling 
s e r v i c e .  The grea t  v a l u e  of case  conferences i s  t h a t  they  
t end  t o  be fo l lowed  by lncreased  r ecogn i t i on  of t h e  value of 
g u i d a n c e  s e r v i c e s ,  i nc reased  acceptance of the  s taff -wide 
n a t u r e  of gu idance  r e s p o n s i b i l i t i e s ,  and increased i ns igh t s  
i n t o  b o t h  t h e  need f o r  improvement and t h e  p o s s i b i l i t y  of 
improvement o f  t he  guidance se rv i ces .  1 
The a d m i n i s t r a t o r s  and f a c u l t y  menbers of t h e  Creston 
S e c o n d a r y  s c h o o l s  w i l l  be  informed about t h e  purposes and 
v a l u e s  o f  t h e  teacher -counse lor  conferences.. The t eache r s  
w i l l  be a s s u r e d  t h a t  guidance personnel  w i l l  be a v a i l a b l e  
f o r  c a a e  con fe rences ;  and t h a t  t h e  guidance personnel  w i l l  
welcome t h e  o p p o r t u n i t y  t o  a i d  t h e  ind iv idua l .  Other methods 
and d e v i c e s  used i n  t h e  o r i e n t a t i o n  2rogram w i l l  be used t o  
a s s u r e  t h e  f a c u l t y  menbers t h a t  t h e  counse lor  i s  In t e r e s t ed  
i n  h e l p i n g  t o  s o l v e  all problems p e r t a i n i n g  t o  t h e  Creaton 
s e c o n d a r y  achoola .  
Loca l ,  countx ,  s t a t e ,  and n a t l o n a l  meetinge. Trave l  
b u d g e t s  s h o ~ l d  be  s e t  up so t h a t  i n t e r e s t e d  t eache r s  can 
l ~ a t c h  and S t e f f l r e ,  9. c&., p.  318. 
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a t t e n d  n a t i o n a l  meet ings  of g e n e r a l  educa t iona l  o rganiza t ions  
and such s p e c i a l i z e d  ones as the National  Vocational  Guidance 
A s s o c i a t i o n  and t h e  American Personnel  and Guidance Associa- 
t ion.  1 
F r e q u e n t l y  meetings a t  t h e  county, s t a t e ,  and r eg iona l  
l e v e l s  a r e  he ld  which  d e a l  t h e  guidance se rv ices .  The l o c a l  
a c  h o o l  a d m i n i s t r a t i o n  a hould be  encouraged t o  send repre-  
s e n t a t i v e s  t o  such  meetings. 
The secondary  schoo l s  of Creston,  Iowa w i l l  be 
r e p r e s e n t e d  a t  t h e  Na t lona l  guidance meetings b y  one pro- 
f e s s i o n a l l y  q u a l i f i e d  person p r e s e n t l y  working i n  the  a rea  
of  g u i d a n c e  and counsel ing.  These f a c u l t y  members working 
full or p r t  tlme I n  t h e  a r e a  of  guLdance and counseling 
w i l l  a t t e n d  l o c a l ,  county, d i s t r i c t ,  and s t a t e  meetlngs 
p e r t a i n i n g  t o  guidance and counse l ing  a c t i v i t i e s .  One 
member of  t h e  t e a c h e r s '  guidance c o r n i t t e e  w i l l  a c t  a s  a 
d e l e g a t e  t o  t h e s e  l o c a l ,  county, d i s t r i c t ,  and s t a t e  meetings. 
F a c u l t y  members a t t e n d  1% t h e s e  var ious  meetings w i l l  
r e l a y  i m p o r t a n t  information to the  secondary school  persoane l  
o f  C r e s t o n  th rough  v a r i o u s  methods and devices ava i lab le .  
The C r e s t o n  Board of Education w i l l  a l low expenses f o r  a t t e n -  
dance  t o  t h e  above m n t i o n e d  meetings. 
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E v a l u a t i o n .  Eva lua t ion  as an instrument of progress 
afl i m p o r t a n t  f o r  the guidance worker a s  fop  t h e  pupil .  1 
One o f  t h e  bes t  ways f o r  a f a c u l t y  to become or iented t o  
guidance and to have a b a s i s  f o r  improving guidance se rv i ces  
is by  e v a l u a t i n g  p r e s e n t  p r a c t i c e s .  This is t r u e  regard less  
o f  t h e  adequacy  of t h e  program. Evaluat ion can serve the  
d u a l  p u r p o s e  of f i n d i n g  s t r e n g t h s  and weaknesses, and of 
c l a r i f y i n g  t h e  f u n c t i o n s  and purposes f o r  t he  e n t i r e  
f a c u l t y O 2  The o r l e n t a t i o n  program i n  guidance must be 
c o n s t a n t l y  e v a l u a t e d ,  f o r  only through eva lua t ion  can it be 
d e t e r m i n e d  whether  o r  no t  t he  program is m e t i n g  the  needs 
of  t h e  s c h o o l O 3  The u l t i m a t e  c r i t e r i o n  of a programts 
s u c c e s s  is  whether o r  no t  t he  t r a i n i n g  has improved guidance 
s e r v i c e s  i n  t h e  school.  
F!o single m a n s  of e v a l u a t i n g  the o r i e n t a t i o n  program 
I s  recommended. The b e s t  t e a t  of t he  o r i e n t a t i o n  program 
i s  the improvement of t h e  s e r v i c e s  i n  which t r a i n i n g  was 
g i v e n .  
~ e w  e d u c a t o r s  can find time for e labora t e  research 
i n v e s t i g a t i o n s ,  b u t  t h e r e  a r e  m n y  i n f o m a 1  and l e s s  exacting 
' ~ a r ~ a r e t  E. Bennet t ,  Guidance Grau s ( N e w  York: 
McCrav-Hill  Book Company, ~ n c m ,  p.* 
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and t i m e  consuming methods t h a t  can be used p r o f i t a b l y  by 
everyone .  Unbiased and t r u t h f u l  es t imate9 by members of a 
group p e r t a i n i n g  t o  the  v a l u e s  of the  d i f f e r e n t  phases of 
t h e i r  work c a n  g i v e  inva luab le  informat ion t o  a  group 
l e a d e r .  P u p i l  q u e a t l o n n a i r e s  regard ing  the e f f ec t iveness  
of t h e  gu idance  a e r v i c e a ,  a l though not  very complete, a r e  
one  of t h e  s i m p l e a t  methods. Teacher eva lua t ion  of her  
c l a s s r o o m  a c t i v i t l e a  can l e a d  t o  a r e a s  which may improve 
h e r  eff l c i e n c y .  The schoo l  can eva lua t e  i t s  guidance pro- 
gram i n  tarma of i t s  holding power, r educ t ion  of a n t i - s o c i a l  
b e h a v i o r ,  improved morale, r educ t ion  I n  courae changes? 
b e t t e r  v o c a t i o n a l  planning,  and increased p u p i l  success. 1 
E v a l u a t i o n  should r e s u l t  i n  organized f ind ings  which 
shou ld  be p u b l i s h e d  s o  t h a t  they  may b e n e f i t  t h e  publ ic ,  s tu -  
d e n t s  and a t a f f .  Data I n  i s o l a t i o n  have l i t t l e  meaning 
u n l e e a  p r o p e r  r e l a t i o n s h i p s  of informat ion have been made. 
The p a r t i c u l a r  s t anda rd  f o r  any given eva lua t ion  
s h o u l d  be judged on t h e  b a s i s  of l o c a l  needs by the  guidance 
commit t e a s ,  achoo l  a d m i n i e t r a t o r s   counselor^ and o t h e r  
awff membera. I t  must be remembered t h a t  the  q u a l i t y  of 
t h e  p r o j e c t  i s  of g r e a t e r  lmportance than the  s ize .  2 
1 E r l c k s o n ,  x. s., pp. 429-430. 
' ~ o e b e r ,  Srnlth, and Erlckson,  s. e.. p. 280. 
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Any new e d u c a t i o n a l  ee rv ice  i s  expected to produce 
d e s i r a b l e  e f f e c t a  upon p u p i l  adjustments and unless  the  
g u i d a n c e  workers  c a n  demonstrate t h e i r  worth, they might 
f i n d  themselves  a t  a g r e a t  disadvantage as a r e s u l t  of un- 
satisfactory p u b l i c  opinion.  1 
Many t i m e s  s t u d i e s  do not  have a  d i r e c t  value toward 
gu idance ,  Guidance and counsel ing a r e  i n t r i c a t e  and complex 
p r o c e s s e s ;  t h e r e f  o re ,  t h e  r e s u l t s  a r e  of t e n  Intangible ,  long- 
d e l a y e d ,  and d i f f l o u l t  t o  i s o l a t e ,  2 
P a r t i c i p a t i o n  by t he  s t a f f  i n  r e sea rch  t h a t  i s  design- 
ed  t o  evaluate t h e  p r e s e n t  program, o r  t e s t  t he  force  of sug- 
g e s t e d  changes,  w i l l  do much t o  broaden t h e  horizon of the  
staff and a c q u a i n t  them wi th  t h e  problems of  the  guidance 
s e r v i c e a  a a  well as e t i m u l a t e  them t o  see t h e  p o s s i b i l i t i e s  
of improvements. A f u r t h e r  purpose of eva lua t ion  l i e s  i n  
the r e s p o n s i b i l i t y  t h a t  eduoators  have of repor t ing  the 
e t ~  t u s  of  t h e  schoola  t o  t h e  comuni ty .  S t rengths  and 
weaknesses  of  t h e  achools  can be provided through the use 
of e v a l u a t i o n ,  I t  i d e n t i f i e s  a r e a s  where improvements *re 
needed and *ere a d d i t i o n a l  support  must be supplied.3 
'%il leg and Andrew, 2. G., p. 630. 
% a t c h  and S t e f f l r a ,  2. c&., p. 254. 
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O t h e r  methods and devices  t h a t  could be used t o  
I n i t i a t e  t h e  o r i e n t a t i o n  program include s tudent  handbooks, 
parent handbooks, pane l  discussiona,  pre-school o r i en ta t ion  
f o r  p a r e n t s  and s tuden t s ,  and Parent  Teacher Association 
mee t ings .  
F a c u l t y  members of the Creston secondary schools w i l l  
be encouraged  t o  evaluate the o r i e n t a t i o n  program i n  guidance 
and c o u n s e l i n g  as w e l l  as t h e  guidance program i t s e l f ,  The 
o r i e n t a t i o n  program and guidance se rv ices  w i l l  be a l t e red  t o  
b e t t e r  serve the educa t iona l  needs of the s tudents  through 
s u g g e s t i o n s  obta ined  from conscient ious evaluation.  Changea 
will be a f f e c t e d  b y  dec i s ions  made jointly by guidance person- 
nel and t h e  t e a c h e r s '  guidance commit tee. Guidance personnel 
w i l l  cooperate i n  r e s e a r c h  p r o j e c t s  and eva lua t ion  which 
would be v a l u a b l e  t o  school  personnel,  s tudents ,  and parents. 
111. DUTIES AND RESPONSIBILITIES 
OF THE PERSONNEL INVCLVED 
Al though  much of the r e s p o n s i b i l i t y  f o r  conducting 
t h e  o r i e n t a t i o n  program belongs t o  the  counselor, o the r  
members of t h e  school  s t a f f  have c e r t a i n  r e s p o n s i b i l i t i e s  
which might  w e l l  be assigned t o  them. Here t h e  r o l e s  of 
t h e  a d m i n i a t r a  t o r ,  t he  counselor,  the  teachers ,  t h e  teacher-  
c o u n s e l o r ,  t h e  l i b r a r i a n ,  and t h e  hea l th  s e r v i c e  personnel 
a r e  d i s c u s s e d .  
R o l e  o f  t h e  a d m i n i s t r a t o r .  The role of t he  school 
--- 
administrator i n  t h e  guidance program has been described 
by  many d i f f e r e n t  a u t h o r i t i e s .  A l i s t  of r e s p o n s i b i l i t i e s  
of t h e  administrator i n  t h e  guidance program may be adequate. 
Eowever,  a l i s t  o f  g e n e r a l  r e a p o n s i b i l i t i e e  w i l l  be i n t e r -  
p r e t e d  i n  many d i f f e r e n t  ways by d i f f e r e n t  ind iv idua ls  and 
r e s u l t  i n  d i v e r g e n t  r o l e 8  f o r  t h e  adminis t ra tor .  
Humphreys and T r a x l e r  l i s t e d  the  fol lowing p o i n t s  
t o  i d e n t i f y  t h e  r o l e  o f  t h e  administrator: :  
He h e l p s  t h e  r e s t  of t h e  s t a f f  concent ra te  on 
p u p i l  problems,  needs, and c h a r a c t e r i s t i c s .  
He l e a d s  t h e  a c t i o n  f o r  improvement of t he  
g u i d a n c e  s e r v i c e s .  
H e  h e l p s  t h e  s taff  unders tand t h e  "shared r e s -  
p o n s i b  i l i t y "  o f  a l l  f o r  p u p i l  growth. 
H e  h e l p s  t o  d e f i n e  o rgan iza t ion ,  s t a f f  operat ions ,  
and job d e s c r i p t i o n s .  
H e  p r o v l d e s  t ime,  schedul ing ,  and f a c i l i t i e s  so 
s t a f f  members c a n  work more e f f e c t i v e l y .  
H e  h e l p s  d e f i n e  t h e  guidance s e r v i c e s  f o r  t h e  
a c h o o l  and t h e  community. 
H e  p r w i d e s  i n - s e r v i c e  t r a i n i n g  f a c i l i t i e s  f o r  
t h e  s t a f f  t o  a c q u i r e  s k i l l  and secu r i t y .  
Iie p r o v i d e s  t h e  program w i t h  competent counselors 
and t e a c h e r s .  1 
The l e a d e r s h i p  implied f o r  t h e  admin i s t r a to r  i s  
n e c e s s a r y  f o r  t h e  e x i s t e n c e  of t he  program. Such leader-  
s h i p  h e l p s  p r o v i d e  t h e  g o a l s  of t h e  guidance program and 
f a c i l i t a t e s  a  true emot iona l  acceptance of t he  t o t a l  guid- 
Ance p r o c e s s .  The e f f e c t i v e n e s s  of t h e  guidance program 
'5. Anthony Humphreys and Ar thur  E. Traxler, Guidance 
S e r v i c e s  (Chicago:  Sc l ence  Research Assoc ia tes ,  1954-02. 
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is e q u i v a l e n t  t o  t h e  effectiveness of the adminis t ra t ive  
l e a d e r s  h i p ,  1 
Many times t h e  a d m i n i s t r a t o r  de l ega te s  var ious  d u t i e s  
t o  o t h e r  f a c u l t y  members. People such as t h e  superintendent,  
p r i n c i p a l ,  v i c e - p r i n c i p a l ,  dean of boys, o r  dean of g i r l s  
a i d  w i t h  t h e  a d m i n i s t r a t i v e  t a s k s  of the  school. Adminis- 
t r a t i v e  p r o c e d u r e s  n e c e s s a r i l y  va ry  from school  t o  school 
d e p e n d i n g  upon  t h e  s i z e  and type of achool organizat ion.  2 
The p r i n c i p a l  of any schoo l  i s  u s u a l l y  held respon- 
s i b l e  f o r  t h a t  s c h o o l f  s e d u c a t i o n a l  program. The school ' s  
e d u c a t i o n a l  p r a c t i c e s  w i l l  d i r e c t l y  r e f l e c t  the  p r i n c i p a l ' s  
l e a d e r s h i p .  The supe r in t enden t  p rovides  ove r -a l l  l eadersh ip  
which  i s  l e s s  observable .3  
F u n c t i o n s  of t h e  secondary school  p r i n c i p a l  and func- 
t i o n s  of t h e  e lementary  schoo l  p r i n c i p a l  a r e  q u i t e  s i m i l a r  
w i t h  one except ion .  Because most elementary schools do 
no t  have t h e  u s e  of an elementary school  counselor t h e  
e l e m e n t a r y  achoo l  p r i n c i p a l  f r e q u e n t l y  has  to se rve  i n  t h i s  
c a p a c i t y  o r  as c o n s u l t a n t  t o  t h e  t eache r s  i n  t h e i r  handling 
L ~ a t c h  and S t e f f l r e ,  2. fi., p. 147. 
' R O ~  D. Wl l l ey ,  and Dean C .  Andrew, Modern Methods 
= l i d ~ n c a  (New York: ~ a r p e r ~ r o t h e r ,  
C .  Roeber, G. E. Smith, and C. E. Erickson, 
O r g a n i z a t i o n  ~ n d  Admln l s t r a t ion  of Guidance Serv ices ,  (Kew 
York: M C G ~ R W - ~ ~  Pook Co., 1 3 s  p. 29. 
of  c h i l d  a d j u s t m e n t  p r o b l e m .  Sometimes a teacher  m y  
serve i n  a c o n s u l t i n g  capaci ty .  
The s i n g l e  most important  dec is ion  t h a t  the admlnis- 
t r a t o r  mus t  make i n  deve loping  t h e  g d d a n c e  program l i e s  
i n  t h e  s e l e c t i o n  of staff members who a r e  to car ry  o u t  i t s  
major a c t i v i  t ies.  The a l e r t  admin ia t r a to r  recognizes t h a t  
there a r e  w i d e  gaps i n  t h e  a b i l i t i e s ,  backgrounds, i n t e r e s t s ,  
and p o t e n t i a l i t l e a  of t h e  me&ers of h i s  staf'f. He w i l l  
have t o  b e g i n  w i t h  t h e i r  p r e s e n t  achievements and help them 
d e v e l o p  i n  t h e  d i r e c t i o n s  b o t h  he and they feel they should 
take . 1 
It is  t h e  responsibility of t h e  adminis t ra tor  t o  
plan a d e f  l n i t e  program of in - se rv lce  t r a i n i n g  f o r  a l l  
parsons who are t o  p a r t i c i p a t e  i n  the  a c t i v i t i e s  of t he  
g u l d a n c e  program. "he program should s t a r t  a t  the  point  
marked b y  b a e t  development i n  terms of teacher  t r a i n i n g  
and g u i d a n c e  f a c i l i t i e s  i n  the  achool. It i s  b e t t e r  t o  
b e g i n  w i t h  t o o  f e w  a c t i v i t i e s  then v l t h  too  mny.2 
' ~ l l f f o r d  E. Erickson  and Glenn E. Smith, Organiza- 
t i o n  and Admlnis t r a  t i o n  of Guidance Se rv ices  (New York: 
EcGra;;STiill ~ o o k  Company, 1ZZ7Tlit)tm9. 
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The a d m i n i s t r a t o r  must a n t i c l p a t e  tha t  s t a f f  members 
nay r a i s e  some o b j e c t i o n s  t o  the  suggest ion t h a t  the  school 
lmprove i t s  gu ldance  program. Although in t e re s t ed  teachers 
and s taf f  members w i l l  c o n t r i b u t e  t o  the  process of develop- 
i n g  desirable a t  t i t u d e a  toward t h e  undertaking, the adminis- 
t r a t o r  must  assume r e s p o n s i b i l i t y  f o r  secur ing  the  coopera- 
t i o n  o f  all staff  members. 
The a d m i n i s t r a t o r  i a  r e spons ib le  f o r  t h e  e s t ab l i sh -  
ment  and maintenance  of  a n  adequate  cumulative record on 
each p u p i l .  The a d m i n i s t r a t o r  needs t o  eva lua te  and r e v i s e  
the c u r r i c u l u m  t o  f i t  t h e  needs of t h e  s tudents ,  I n  
a d d i t  i o n ,  he should b e  p a r t l y  r e spons ib le  f o r  i n f o m i n g  
the p a r e n t s  and t h e  community o f  guidance a c t i v i t i e s *  
Role  of t h e  counaelor ,  The school counselor is  not 
--- 
d i s c o v e r e d  auddenly ,  a l r e a d y  t r a i n e d  and personal ly  prepared 
f o r  h i s  r o l e  i n  educa t ion ;  r a t h e r ,  he emerges a s  a well-  
q u a l i f i e d  p e r s o n  a a  t h e  r e s u l t  of c a r e f u l  s e l e c t i o n  and 
sound p r e p a r a t i o n  f o r  counse l inge  
The e f f e c t i v e  school  counselor  has f i v e  bas i c  qua l i -  
ties t h a t  a r e  particularly important: 
1. B e l i e f  i n  t h e  worth inhe ren t  i n  each ind iv idua l ,  
i n  h i a  c a p a c i t y  f o r  change, and i n  h i s  a b i l i t y  t o  
d e v e l o p  under cond i t ions  t h a t  a r e  favorable  f o r  
h lm. 
2. Commitment t o  human values .  
3. A l e r t n e s s  t o  t h e  world. 
4. Open-mindedness, 
5. T a l e n t  t o  communicate, 1 
The i n d i v i d u a l  who a c c e p t s  the r o l e  of counselor 
in t h e  g u i d a n c e  program may have many d i f f e r e n t  t i t l e s ,  In 
some s c h o o l s  he m y  be  known as t h e  dean, o r  the d i rec to r  
of g u i d a n c e ,  w b e  r e a s  I n  o t h e r  schools  he m y  be known as 
c o u n s e l o r  o r  v i c e - p r i n c i p a l ,  Whatever h i s  t i t l e ,  he i s  
p r i m a r i l y  r e s p o n s i b l e  f o r  t h e  counsel ing of pup l l s  and 
p r o v i d i n g  ef f e c  t l v e  l e a d e r s h i p  and adminis t ra t ion  t o  the 
g u i d a n c e  program, Such r e s p o n s l b i l i t l e s  assume t h a t  he 
has b e e n  t r a i n e d  and prepared t o  perform these with e f f e c t -  
i v e n e a a .  2 
The impor t ance  of  counsel ing i n  a program of guidance 
services c a n n o t  b e  u n d e r e s t i - m t e d ;  and, by t h e  9- token, 
t h e  r o l e  of t h e  c o u n s e l o r  i s  one of major importance t o  the 
t o t a l  program, 
Although t h e  pr imary r e s p o n s i b i l i t y  of the  counselor 
i s  c o u n s e l  l n g  t h i s  does  not mean he w i l l  a c t u a l l y  counsel 
pupils. H e  w i l l  spend a  g r e a t  d e a l  of time t r a i n i n g  teachers 
t o  p e r f o r m  c o u n s e l i n g  w i t h l n  t h e i r  own classroomsm 3 
' ~ m e r i c a n  Pe r sonne l  and Guidance Associat  ion, "A Sta te -  
ment of  Pol icy--S t anda rds  f o r  t h e  Prepara t ion  of School Coun- 
~ e l o r a , ~  The P e r s o n n e l  - and Guidance Journal  .X.L:IV (December, 
1 9 6 1  , p .-402, 
2 ~ i l l e y  and Andrew, 9. c&., p. 45, 
3 ~ a ~ r n o n d  N .  Hatch, and Ruford S t a f f l r e ,  Adminlstratlon 
o f  Guidance S e r v i c e s  (Englewood C l i f f s ,  New Je rsey :  Prent ice-  
-
1?a11, Inc . ,  19':Y), p. 163. 
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The m a j o r  concern  of t h e  counselor should be the  
s u p e r v i s i o n  of  t h e  e n t i r e  guidance program. I n  t h i s  capacity 
he s h o u l d  p r o v l d e  t h e  l e a d e r s h i p  necessary f o r  the  develop- 
m e n t  of a gu idance  program and t h e  coordinat ion of the school 
and  t h e  community, 
Inasmuch as t h e  need f o r  counsel ing begins ear ly  i n  
l i f e ,  it i s  i m p e r a t i v e  t h a t  t h e  counsel ing func t ion  i s  
i n i t i a t e d  i n  t h e  e l emen ta ry  school,  Many of the  du t i e s  
of t h e  e l e m e n t a r y  s c h o o l  counse lors  a r e  s i m i l a r  t o  those 
of t h e  s e c o n d a r y  achool  person. However, t h e  emphasis 
u p o n  t h e  s e r v i c e s  d i f f e r s  according t o  age and l e v e l  o f  
m a t u r i t y  o f  t h e  p u p i l  b e i n g  helped. 1 
The competent  counse lor  F s  a b l e  t o  work e f f e c t i v e l y  
w i t h  p u p i l s  on t h e i r  i n d i v i d u a l  problem and, a t  t he  erne 
t i m e ,  a i d  t h e  a d m l n i s t r a t o r s  and t eache r s  i n  t h e i r  under- 
s t a n d i n g  o f  p u p i l  needs. The counselor  provides t h e  tech- 
n i c a l  l e a d e r s h i p  needed t o  e f f e c t  cons t ruc t ive  guidance 
p r o c e d u r e s .  H e  t h e n  aasumes the  two-fold r o l e  of counsel- 
i n g  w i t h  t h e  s t u d e n t s  a long  w i t h  o f f e r i n g  consul t ive  serv ices  
t o  o t h e r  p r o f e s s i o n a l  people  Involved. 2 
The c o u n s e l o r  should be responsible  f o r  t h e  gather-  
i n g  of i n f o m t i o n  a b o a t  each pupi l .  I n  t h i s  capac i ty  he 
will supervise t h e  s c h o o l ' s  t e s t i n g  program and be respon- 
sible f o r  l n d i v l d u a l  t e s t s .  He w l l l  encourage teachers  t o  
b l l l e y  and Andrew, 9. G., 7. 37. 
2 ~ o e b e r ,  Smith,  and Erickson, 2. G., p .  30. 
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i n t r o d u c e  v a r i o u s  gu idance  techniques  i n  the classroom i n  
o r d e r  t o  a s semble  more l n f o n n a t l o n  about the  pupi ls .  The 
deve lopment  of e f f i c i e n t  metlloda of recording i n f o m t i o n  
a b o u t  t h e  c h i l d r e n  and means of disseminat ing t h l s  mater ia l  
t o  t e a c h e r s  i s  impor tan t .  S i g n i f i c a n t  d a t a  should be made 
a v a i l a b l e  t o  t h o s e  who e f f e c t i v e l y  use it. 
The c o u n s e l o r  i a  a re source  person  f o r  parents, 
a d m i n i a t r a  t o r s  , and t eache r s .  However, he should not 
create t h e  i m p r e s s i o n  t h a t  he knows a l l  the answers. The 
c o u n s e l o r  shou ld  b e  r e s p o n s i b l e  f o r  t h e  co l l ec t ing ,  f i l i n g ,  
and d i s s e m i n a t i n g  of  up- to-date  o c c u p a t i m a l ,  educat ional ,  
and  p e r s o n a l  i n fo rma t ion .  1 
The c o u n s e l o r  m i g h t  want t o  o f f e r  a system of place-  
ment t o  a s s i s t  g r a d u a t e s ,  drop-outs ,  o r  pert- t ime s tudents  
i n  f l n d i n g  employment i n  accordance w i t h  t h e l r  interests, 
needs ,  and a S i 1 i t i . e ~ .  The  s e r v i c e  of  placement should be 
b r o a d  enough t o  i n c l u d e  a s s i s t a n c e  t o  p u p i l s  i n  t h e l r  next 
~ t e p  o f  t r a i n i n g .  
Most c o u n e s l o r a  w i l l  s u p e r v i s e  var ious  group under- 
t a k i n g ~ ,  c o n s u l t  w i t h  p a r e n t s ,  and a c t  a s  pS&lic  r e l a t i o n s  
a g e n t s  f o r  t h e  community   bout t he  guidance se rv ices .  
H e  shou ld  be t h e  a d m i n i s t r a t o r  f o r  a  genera l  research  
program 1 n v o l v i n g  fo l low-up  s t u d i e s  of bo th  drop-outs and 
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g r a d u a t e a  i n  o r d e r  t o  p rov ide  informat ion t o  pup i l s  i n  solv- 
ing  t h e i r  p r e s e n t  problems and i n  planning f o r  t h e i r  fu ture .  1 
N e a r l y  eve ryone  i s  anxious  t o  receive some recogni- 
t i o n  f o r  a job w e l l  done. I t  seems obvious t h a t  f a c u l t y  
members who have t h e  a b i l i t y  t o  speak of the  school pro- 
g r a m  and  t h o s e  who c o n t r i b u t e  t o  magazines, per iod ica l s ,  
and books ,  a s  w e l l  as t h o s e  who o f f e r  p e r t i n e n t  suggestions 
f o r  improv ing  t h e  s c h o o l ,  should be g iven  r ecogn i t ion  f o r  
their e f f o r t s ,  Talks might w e l l  be given by s t a f f  members 
who have a c t u a l l y  worked w i t h  t h e  problems t h e  administra-  
t o r s  d i s c u s s  a t  t h e i r  appearances  be fo re  var ious  community 
o r g a n i z a t i o n s ,  F a c u l t y  member8 may be s t imulated by giving 
them d e s e r v e d  r e c o g n i t i o n  f o r  t h e i r  con t r ibu t ions  t o  the  
deve lopment  o f  t h e  schoo l  progrsme2 
The c o u n s e l o r  s b u l d  a s s i s t  t h e  admin i s t r a t ion  w i t h  
any changes  c o n t e m p l ~ t e d  t o  t h e  curriculum. He should ac- 
q u a i n t  h l m s e l f  w i t h  t h e  i n d i v i d u a l  i nven to r i e s  of a l l  p u p i l s ,  
c o m n i t y  r e s o u r c e s ,  and r e f e r r a l  p o s s i b i l i t i e s  wi th in  t h e  
s c h o o l ,  He l n s s i s t a  t e a c h e r s  i n  d i scover ing  ind iv idua l  d i f -  
f s r e n c e a  among p u p i l s  and i n  meeting these  ind iv idua l  needs. 
2 ~ l i f  ford E. Er lckson ,  A Bas i c  Text f o r  Guidance 
Workera ( N e w  York: ~ r e n t i c e - ~ a T 1 ~ . ~ 4 ~  p. hJ@.  
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H e  works and c o o p e r a t e s  w i t h  employers9 community agencies, 
and organizations i n t e r e s t e d  i n  t h e  welfare of pupila. 
Much h a s  been w r i t t e n  desc r ib ing  the  work and charac- 
t e r i s t i c s  of  t h e  counse lor .  I n  genera l ,  most wr i te rs  con- 
a l d e r  t h e  f o l l o w i n g  as d e s i r a b l e  c h a r a c t e r i s t i c s  of coun- 
selors: 
(1) Genuine i n t e r e s t  i n  p u p i l s  and d e s i r e  t o  a s s i s t  
pup i l s ,  ( 2 )  a b i l i t y  t o  work with o ther  staff members, ( 3 )  e f f e c t i v e  i n t e r v i e w i n g  techniques,  (4) where t o  
f i n d  o c c u p a t l m a l ,  educa t iona l ,  and s o c i a l  inTomation 
and how t o  u s e  t h e  m a t e r i a l s  with the counselees, ( 5 )  
u n d e r s t a n d i n g  of  human behavior ,  ( 6 )  well  adjusted 
p e r s o n a l l y ,  ( 7 )  a b i l i t y  t o  work with  adminis t ra tors ,  
and (8 )  a b i l i t y  t o  u s e  school  and c o m n i t y  resource80 
R o l e  of  t h e  t eache r .  Every teacher  has an important 
--- 
r o l e  t o  p l a y  i n  t h e  guidance program. The teacher  has been 
contributing t o  guidance,  b u t  he must become more conscious 
of h i 8  a p a c i f  i c  f u n c t i o n s  and t h e  relationship of h i s  du t i e s  
t o  t h e  t o t a l  gu idance  program. 2 
The i n d i v i d u a l  who counse ls  a l l  pupi la  des i r ing  t he  
s e r v i c e s  o f f e r e d  b y  t h e  guldance program needs special ized 
t r a i n i n g  f o r  p r o p e r  counseling.  This poln t  of view i n  no 
way min imizes  t h e  importance of t h e  teacher  i n  t he  guidance 
program. 
-- 
l ~ a t c h  and S t e f f l r e ,  9. G., p. 164. 
' ~ i l l e ~  and Andrew,  9. G., p.  41. 
The t e a c h e r  coope ra t e s  w i t h  t he  schooll s  administra- 
t o r e  and c o u n s e l o r  i n  c e r r y l n g  o u t  those po l lc iea  which a re  
considered e s s e n t i a l  t o  t h e  proper  development of guidance 
serv ices .  They p r o v i d e  a psychologica l  cl imate conducive 
t o  the f u l l e s t  development of each pupi l .  They in tegra te  
o c c u p a t i o n a l  and e d u c a t i o n a l  information i n t o  t h e i r  rea- 
p e c t i v e  aub j e c t s .  They s tudy  p u p i l s  i n  order  t o  l e a r n  and 
r e c o r d  p e r t i n e n t  f a c t s  about  t h e i r  i n t e r e s t s ,  ap t i tudes ,  
b e h a v i o r  p a t  t e r n s ,  goa l s ,  valuee,  and family  background. 1 
Because  of h i s  d a i l y  con tac t  w i t h  We s tudents ,  the 
c l a s s r o o m  t e a c h e r  l a  one of t he  most important links i n  the  
c o u n s e l i n g  program. Fol lowing a r e  some of t h e  s p e c l f i c  
f u n c t i o n s  which t h e  t e a c h e r  i s  a b l e  t o  perform: 
1. Take  p a r t  i n  group guidance programa designed 
t o  develop i n t e r e s t  and confidence i n  the  
c o u n s e l  i n g  in te rv iew.  
2. P a r t i c i p a t e  i n  paren t - teacher  conferences. 
3. Supp ly  in fo rma t ion  f o r  t h e  c m l a t i v e  mcord. 
4. S p o t  e d u c ~ t i o n a l  d i f f i c u l t i e s .  
5.  Look f o r  p h y s i c a l  d i s a b i l i t i e s .  
6. D i s c o v e r  i n t e r e s t s  and ap t i t udes .  
7. Make r e f e r r a l s  t o  t h e  counselor. 
8. P a r t i c i p a t e  i n  follow-up procedu ea. 
9. Confer w i t h  i n d i v i d u a l  s tudents .  5 
l ~ o e b e r ,  Smlth, and Erickscn,  a. c&., p. 31. 
'wrag D. S i l r e y  snd o the r s ,  O r  a n l z i  t h e  Guidance 
>ubl is! ; fne;  
*-S e r v i c e s  in (Lake 1 s, Iowa: Graphic 
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I n a t ~ o t l o n  and guidance cannot be separated nor 
can e x p e r i e n c e  and development. The s k i l l f u l  teacher who 
carefully s e l e c t s  and d i r e c t s  t h e  lndividual l  s experiences 
p r o v i d e s  f o r  t h e  cont inuous  adjustment of most pupila. 
T h i a  i s  t h e  moat d e s i r a b l e  form of guidance. The teacher 
i s  i n  c o n t i n u o u s  c o n t a c t  w i t h  t h e  ch i ld  and a s  a r e s u l t  
i n  a f a v o r a b l e  p o s i t i o n  f o r  a f f e c t i n g  h i s  behavior. The 
m o s t  i m p o r t a n t  p e r s o n  i n  t h e  guidance program from an opera- 
t l o n a l  s t a n d p o i n t  i s  and always has been the  classroom 
teacher. 1 
F r o e h l i c h  s t a t e d :  
The m a j o r  r e s p o n s i b i l i t i e s  of each teacher a re  con- 
s i d e r e d  t o  f a l l  i n  t h r e e  areas: (1)  i n  the  area of the  
i n d i v i d u a l  i n v e n t o r  , ( 2 )  i n  the  phase of occupa ional 
i n fo rma tLon ,  and ( 3 7  i n  t h e  f l e l d  of counseling. 1 
The c l a s s r o o m  t e a c h e r  has a primary r e spons lb i l l t y  
f o r  t h e  i n s t r u c t i o n a l  func t ion .  To be e f f ec t ive ,  the  
t e a c h e r  has t o  m a l n t a l n  a close-working r e l a t ionsh ip  w i t h  
the p u p i l e .  Good t . - ach ing  can r e s u l t  from an e f f e c t i v e  
p rogram of  gu ldance  services. A program of guidance 
service8 w i l l  o n l y  come about as t h e  teaching s t a f f  pro- 
v i d e s  a h e a l t h y  emot iona l  c l lmate ,  contribubea where 
% i l l e g  and Andrew, loc.  clt. 
L C l i f f o r d  P. F roeh l i ch ,  Guidance Servlces  i n  schools 
(New Ycrk: McGrau-Hi11 Rook Com;ang, ~nc-, p . h l .  
81 
p o s s i b l e  t o  t h e  guidance s e r v i c e s ,  and understands the 
s l g n l f l c a n c e  of in fo rma t ion  t h a t  i s  glven out b y  the 
c o u n s e l o r .  
Most f u n c t i o n s  g lven  a r e  s lan ted  toward secondary 
t e a c h e r s  y e t  t h e y  a l a o  app ly  t o  elementary teacher. I n  the 
paat t h e  s c h o o l  has  r e l i e d  upon the  elementary teachers, who 
are usually i n  a b e t t e r  p o s i t i o n  than the  secondary school 
c a u n a e l o r  t o  do  so ,  t o  d e a l  w i t h  the  adjustment problems of 
e l e m e n t a r y  s c h o o l  c h i l d r e n .  Elementary teachers ,  using the  
s e c o n d a r y  s c h o o l  c o u n s e l o r  o r  t he  elementary echool pr inc i -  
p a l  as a c o n s u l t a n t ,  have performed the  equivalent of the 
s e c o n d a r y  s c h o o l  c o u n s e l i n g  f 'unction f o r  elementary echool 
c h i l d m n ,  
A recognition of t h e  ircportance of the  teacher i n  
t h e  g u i d a n c e  program w i l l  do much t o  increase the  p a r t i c i -  
pat Lon of a l l  t e a c h e r s .  Constant recogni t ion  of t h e i r  
off o r t a ,  p l u s  added aervLcea t o  assist  them wlth Fmproved 
i n s t r u c t  lon ,  w i l l  i n c r e a a e  t h e  l e v e l  of par t ic ipa t ion .  1 
R o l e  of  t h e  teacher-counselor.  Inasmuch a s  the  
--- 
t e a c h e r - c o u n s e l o r  a l s o  has  d a l l y  con tac t  with  nmny students,  
he p e r f o r m s  d u t l e s  much the same as  those of the  classroom 
' ~ n t c h  and S t s f f l r e ,  2. G. 
t e a c h e r .  I n  a d d l t i o n  t o  t h e s e  func t ions ,  however, he works 
from one t o  t h r e e  hours each day a s  counselor. 
I n  his c a p a c i t y  as counselor  he may serve in  the  
f o l l o w i n g  ways: 
1, Ma l n t a i n  the occupat  l ona l  and educational infopma- 
t i o n  f i l e s ,  
2, I n t e r p r e t  a n a l y t i c a l  t o o l s  and measures. 
3. A s s l a t  t e a c h e r s  i n  the  planning of o r i en ta t ion  
and group guidance program.  
4, A s s i s t  w i t h  e v a l u a t i v e  procedures f o r  determining 
school program eff LC iency. 
5. A s s i s t  t e a c h e r s  i n  t h e i r  guldance functions.  
6, P r e p a r e  oaae s t u d i e s .  
7. Maiu+,ain cumula t ive  record f i l e s .  
8. S y n t h e s i z e  c o l l e c t e d  in fomat ion .  
9. C o u n s e l  i n d i v i d u a l  s t u d e n t s  and make r e f e r r a l 8  
t o  t h e  c o u n s e l o r  o r  through hlm t o  other agencies. 
The t eache r -counse lo r  s t a f f  m a t  be carefu l ly  selected 
in terms of training, exper ience ,  and n a t u r a l  a b i l i t y .  They 
should be gLven e v e r y  poss i b l e  adminis t ra t ive  ass i s tance  i n  
te-rms of a d e q u a t e  equ lpnen t  and supplies, and above a l l ,  
t i m e  , 
FcDan i e l  has analyze6 the  role of the teacher-coun- 
s e l o r  i n  t h e  following manner: 
T h e  teacher's dual m l e  may c r e a t e  problems in the 
c o u n s a l l n g  r e l ~ t i o n s t ~ l p ;  a p u p i l  who has been a disrup- 
t i v e  i n f l u e n c e  i n  h i s  Engl ish c l a s s ,  f o r  e x w l e ,  may 
f l n d  t h e  t h i s  counselor--who i s  a l s o  h i s  English 
i n e t r u c t o r - - 1 s  no t  con;?letelp obje  t Lve and impersonal 
i n  h e r  assassrnent  of his problems. 5 
'I3onry B.  M c D ~ n i o l ,  Guidance in t h e  Modern School 
( N e w  York: The Dryden press= f J ;  
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Some w r i t e r s  have t r i e d  t o  d i s t i n g u i s h  the  counselor 
from t h e  t e a c h e r - c o u n s e l o r  o n  t h e  basis  of t i m e  assigned t o  
counseling. H a t c h  and S t e f f l r e  have s t a t e d  tha t :  
T h i s  seems q u i t e  u n r e a l i s t i c ,  f o r  if counaeling is  
t o  be d o n e  by a t r a i n e d  counse lo r  t h e  amount of coun- 
s e l i n g  t i m e  has no b e a r l n g  on the  q u a l i t y  of t h e  se r -  
v i c e .  The competency of t h e  counse lo r  d i c t a t e s  t h e  
t i t l e ,  whlch r e s u l t s  i n  counse l i ng  b ing  done b y  a  
counselor, e i t h e r  fill o r  pa r t - t ime ,  5! 
Role o f  t h e  l i b r a r i a n .  If a guidance program l a  t o  
--- 
be r e a l l y  e f f e c t i v e ,  i n f o r m a t i o n  must f low from t h e  adminis- 
t r a t o r  a n d  t h e  g u i d a n c e  d i r e c t o r  t o  t h e  t e a c h e r s  and coun- 
selors who are a c t u a l l y  c a r r y i n g  o u t  t h e  program. These 
w o r k e r s  need  r e l i a b l e  d a t a  a b o u t  pup i l s ,  sugges t ions  f o r  
h a n d l i n g  s p e c i a l  p rob l ems  o r  t ypes  of pup i l s ,  r e s u l t s  of 
aurveya,  and  o t h e r  i n f o r m a t i o n  t o  l e ad  t o  b e t t e r  under- 
s t a n d i n g  of o r  h a n d l l n g  t h e  pmblema of t h e  p u p i l s *  The 
l i b r a r i a n  c a n  s e e  t h ~ t  h e s e  t h i n g s  g e t  t o  the r i g h t  people. 
If t h e  job of d i a s e n l n a t i n g  ilzformation i s  w e l l  done, t he  
job  of t h e  g u l d a n c e  s t a f f  1s mde e a s i e r .  2 
W i t h o u t  t h e  c o o y e r ~ t l o n  of t he  l i b r a r i a n ,  i t  1s very 
d i f f  l c u l t  t o  d i s s o r n i u a t e  m a t ~ r l a l s  e f f e c t i v e l y .  I n  o rder  
1 
Raymond N.  Ha tch ,  and BuforZ S t e f f l r e ,  A d ~ i n i s t r a t i o n  
of G u i d a n c e  S o r v i c e s  (Englewood C l i f f s ,  New Jersey: Prent ice-  
E l m n i  m - T .  165. 
' ~ r o e h l i c h  ( 1 9 5 0 )  QJ. - c i t e  
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t o  i n c r e a s e  p u p i l  awa renes s  of guidance,  many l i b r a ~ l a n s  
have e s t a b l i s h e d  g u i d a n c e  l ibraries,  browsing t a b l e s ,  and 
s p e c f a l  r e a d i n g  rooms devoted t o  s t i m u l a t i n g  infornat ion .  
R o l e  of h e a l t h  s e r v i c e  personnel .  The hea l t h  person- 
-- 
- 
riel usually I n c l u d e  a p h y s i c i a n ,  a  psycho log i s t ,  a  d e n t i s t ,  
a n d  a s c h o o l  n u r s e .  
The d u t i e s  of t h e  p h y s i c i a n  s  hould inc lude  pe r iod ic  
p h y s i c a l  e x a m i n a t i o n s  of a l l  p u p i l s .  The t r end  i s  in fewer 
and  more t h o r o u g h  e x a m i n a t i o n s ,  o f t e n  given i n  t h e  presence 
of t h e  p a r e n t ,  and  much more concern  t h a t  t e ache r s  and 
p a r e n t s  u n d e r s t a n d  t h e  Lmpl lca t iona  of t h e  r e s u l t s  of the  
examination. I n  a d d i t i o n ,  t h e  phys i c i an  should be a v a i l -  
a b l e  as a c o n s u l t a n t  f o r  a l l  p r o b l e m  p e r t a i n i n g  t o  the  
p h y s i c a l  h e a l t h  of  t h e  p u p l l a .  
The s c h o o l  s h o u l d  m a i n t a i n  a  relationship w i t h  a 
c o m p e t e n t  d e n t i . s t  whereby p e r i o d i c a l  d e n t a l  examinations 
may be g i v e n  a l l  c h i l d r e n  i n  school .  Some schools  r equ i r e  
t h a t  the s t u d e n t  ha s  a d e n t a l  examinat ion be fore  t h e  b e g 1 ~ -  
ing  of e a c h  s c h o o l  yea r .  
The s c h o o l  nurae can make a va luab l e  c o n t r i b u t i o n  
t o  t h e  g u i d a n c e  program as w e l l  a s  t o  t h e  t o t a l  schoo l  s i b & -  
t i o n .  The t r e n d  l a  away from u s i n g  t he  nurse merely f o r  
r o u t l n e  e x a m l n ~ t l o n s  t o  r e admi t  p u p i l s  who have been absent 
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w l t h  lllnesa and  toward u t i l i z i n g  her  specla l iged knowledge 
and s k i l l s  more e f f e c t i v e l y . '  The nurse l a  responaible  for 
d e t e r m i n i n g  t h e  p h y s i c a l  f i t n e s s  of each pup i l  for school 
work, She w i l l  work w i t h  t h e  s choo l  phys ic ian  and d e n t i s t  
t o w a r d  t h e  c o n t r o l  and p r e v e n t i o n  of d i s ea se s  and emergency 
m e d i o a l  care. S h e  recommends changes i n  t h e  p u p i l ' s  pro- 
gram I n  the l i g h t  of h i s  phgslcal  condi t ione2  
The nurse i s  i m p o r t a n t  i n  many caaes where be ing  ac- 
cepted i n  the home is n e c e s s a r y ,  She l a  frequently accepted 
more r e a d i l y  t h a n  o t h e r  s c h o o l  workers. 
The nurse w i l l  need to work c l o s e l y  w i th  the  counse- 
l o r  i n  building up h e a l t h  d a t a  i n  t h e  inventory aervioe,  
A p r i m a r y  pi d a n c e  f u n c t i o n ,  h e a l t h  counseling f o r  pup i l s  
a n d  p a r e n t s ,  i s  given majo r  ernphaals i n  a  v a s t  major i ty  of 
publ ic  a c h o o l s .  N u r s i n g  f u n c t i o n a  i n  t h e  a r e a  of hea l t h  
g u i d a n c e  w h i c h  are b e i n g  performed on t he  average a s  f r e -  
q u e n t l y  a3 once  a month are: (1) i n s t r u c t i n g  t eachers  on 
n e t h o d a  o f  handllng a p e c i f  i c  h e a l t h  problema r e l a t i n g  t o  
a n  F n d i v l d u a l  c h i l d '  a c o n d l t l o n ,  ( 2 )  counseling p u p i l s  on 
h a t c h  and S t e f f l r o ,  oJ. u., p.  99. 
'%i l ley  and Andrew, 9. &., P O  50. 
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p e r s o n a l  h e a l t h  p r o b l e m ,  and group conferences wi th  f acu l ty  
o r  s ta f f  p e r s o n n e l  co ncern ing  c u r r e n t  hea l th  problems, in- 
c l u d  ing  p r e v e n t i o n  and c o n t r o l  of disease ,  ( 3 )  a s s i s t i n g  
t e a c h e r s  i n  m o t i v a t i n g  p u p i l s  t o  acqui re  hea l th fu l  habi ts  
and  t o  secure health guidance,  and ( 4 )  counseling faculty 
members o n  home s i t u a t i o n  of p u p i l s  which a f f e c t  t h e i r  
a d j u s t m e n t ,  I 
I n  many i n s t a n c e s  t h e  d u t i e s  of a school psychologist 
would a p p a r e n t l y  be s i m i l a r  t o  t h a t  of the counselor. Des- 
p i t e  aome s i m i l a r i t y ,  t h e  psychologis t  is usua l ly  working 
w i t h  a d i s t r i c t  o r  coun ty  u n i t  r a t h e r  than one school. H i s  
background  and t r a i n i n g  i s  o r i e n t e d  toward the "a typ ica l"  
c h F l d  w h e r e a s  t h e  c o u n s e l o r ' s  o r i e n t a t i o n  i s  towards the  
" n o m l n  i n 2 i v i 3 1 i a l .  I ~ g o r t a n t  pub l i c  school needs f o r  
p s y c h o l o g i c a l  s e r v i c e  are i n  remedial  work i n  reading, 
a r i  tPmatic, and speech.  The school  psychologis t  has t h e  
r e s p o n s i b i l i t y  t o  i d e n t i f y  a t y p i c a l  cases  and provide f o r  
t h e i r  a a s  l e t a n c e  t h r o u g h  c l i n i c s ,  remedial  c l a s ses ,  and 
suggea  t i o n s  t o  c l a a s r o o m  t eache r s .  
A p u p i l ' s  e n o t l o n a l  d i f f  i c u l t l e s  may be so serioua 
and ao  d e e p - r o o t e d  t h ~  t schoo l  guidance personnel a r e  unable 
t o  cope w l t h  t h e  problem. An i nc reas ing  number of school 
' ~ u t h  A .  K l e l n .  "The School Nurse R S  a Guidance Func- 
t l o n a r y ,  " The  erao on nil - and G u i d ~ n c e  J m r n a l ,  XXxvIII:iV 
( ~ e c e m b e r , 3 , ' . % ) ,  p. 321. 
8 7 
districts a r e  becoming aware t h a t  the skills of the school 
paychologist are needed if chi ldren are to receive maximum 
benefit f r o m  t h e i r  school experiences. 
CHAPTER I11 
SUMT;?ARY, C O N C L U S I O N S ,  AND RECOFDlENDATIONS 
I. SUMMARY 
The Purpose of this a tudy  was (1 )  t o  p resen t  a  pro- 
Posed o r i e n t a t i o n  p rogram i n  guidance and counsel ing f o r  
s e c o n d a r y  s c h o o l  a d m i n i s t r a t o r s  and f a c u l t y  members, 
C r e s t o n ,  Iowa,  and ( 2 )  t o  develop a g r e a t e r  understanding 
of and  i n s i g h t  i n t o  t h e  t o t a l  guidance and counseling 
p rog ram.  
The e m p h a a i s  i n  the s t u d y  was given t o  t h r ee  areas: 
(1) the t o p i c s  t o  be covered ,  ( 2 )  methods and devices  used 
t o  i n i t i a t e  t h e  o r i e n t a t i o n  program, and ( 3 )  dut iee  and 
respons l b i l i t  i e s  of t h e  ye r s o n n e l  involved. 
The s t u d y  w a s  conducted by l i b r a r y  reading and re-  
search  i n  o r d e r  t o  s e l e c t  information w N c h  would be s u i t -  
ab le  m a t e r i a l  t o  i n c o r p o r a t e  i n t o  t h i s  study. The readiag 
waa done  i n  t h e  R r e a s  o f  @dance and counseling,  o r ien ta t ion ,  
and i n - s e r v l c e  e d x c a t i o n .  
D i s c u s s i o n s  w i t h  t h e  w r i t e r ' s  adv i sor  and o the r  
a u t h o r i t i e s  i n  the f l e l d  of  g u i d s n c e  and coufisel ing were 
h e l d .  Dlscusslons and l n t e r v l e w s  were also held with  guid- 
a n c e  d l r e c t o r s  ~ n d  ccwnse lora  who have been worklng i n  
s c h o o l s  of comynrab le  s i z e  t o  t h e  secondary schools  of 
Cres t o n ,  IOWA. 
89 
The f a c i l i t i e s  o f  the Bur ton  R. Jones Junior  High 
S c h o o l ,  t h e  C r e s t o n  Cornun i ty  High School, and the  Creston 
Community C o l l e g e  were  i n v e s t i g a t e d .  The f a c i l l t l e a  i n  the 
above s c h o o l s  we re  found t o  be  very  favorable  f o r  the  i n i t i -  
ation a n d  c o n t i n u a t i o n  of a  guidance program. 
The C r e s t o n  Board of Educat ion and the Superintendent 
of C r e s t o n  P u b l i c  S c h o o l s  have g iven  approval  and encourage- 
ment f o r  a p r o p o s e d  o r i e n t a t i o n  program i n  guidance and 
c o u n s e l i n g  f o r  s e c o n d a r y  s c h o o l  admin i s t r a to r s  and f a c u l t y  
The e s t a b l i s h m e n t  of a n  o r i e n t a t i o n  program may be 
one o f  t h e  s o l u t i o n s  t o  t h e  problem of e s t a b l i s h i n g  effec-  
t i v e  g u i d a n c e  programs i n  schools ,  Teachers must have the 
knowledge and  skills n e c e s s a r y  to c a r r y  out  t h e  guidance 
f u n c t i o n s  i f  t h e y  are t o  be s u c c e s ~ f u l .  There wlll be a 
few t e a c h e r s  who w i l l  have t h e  necessary background and 
t r a i n i n g ,  b u t  most w l l l  have had a l i t t l e  t r a l n i n g  i n  the  
f i e l d .  
An ef f i c l e n t  and wel l -coord ina ted  guidance 2rogram 
c o r n s  f r o m  t h e  realization t h a t  the s e v e r a l  s e rv i ce s  a l ready 
present in t h e  s c h o o l  lack t h e  o rgan iza t ion ,  un i f i c a t i on ,  
and  underatnncqing  t h ~ t  m u  I d  make them e f f e c t i v e  and worth- 
w h i l e .  
"he i n c l u s i o n  of t h e  e n t i r e  s t a f f  s h o s l d  be .mde f o r  
other r e R s o n s  t h n n  j u s t  t k e  i n f o r m t i o n  they csn sup2lg. 
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They form a v a l u a b l e  l f n k  between t h e  school and the commn- 
i t y  and thus aasLat  immensely to help w i t h  public  relations. 
If they f u l l y  r e a l i z e d  and appreciated t h e  value of such a 
program, t h y  m i g h t  be able  to ward off unjust o r  unfavorable 
crf tfcism from t h e  uninformed public. 
The topics whLch could be chosen for an orienta- 
tf on program are  almost without  lh&t. The topics discussed 
In t h l s  s tudy were: (1) the f n d i r i d u a l  inventory service, 
(2) t h e  t e s t i n g  progr~,m, (3 )  t h e  counseling servlce, ($1 the 
Infommtion service, ( 5 )  t h e  placement service ,  and ( 6 )  the 
follow-up service.  
The m e t h m l s  and d e v i c e s  used f o r  conducting the  
o r l e n t a t i o n  program are many and varied, Due t o  the  large 
s e l e c t i o n  it is p o s s l b l o  t o  s e l e c t  those nethods and devices  
which  b e s t  meet t he  needs and i n t e r e s t s  of t h e  personnel i n  
the l o c a l  s c h o o l  system, The methods and devices presented 
i n  t h l e  s t u d y  were: (1) faculty meetings, ( 2 )  teachers'  
m n u a l s ,  ( 3)  t e a c h e r s '  c o m J t  tees, ( k )  memorandums from 
c o u n s e l o r ,  (5) t e a c h e r s !  p r o f e s s i o n a l  library, (6)  e ~ e r t s ,  
( 7 )  workshops,  ( 8 )  l n d l v i d u a l  teacher-counselor conferences, 
( 9 )  l o c a l ,  county, s t s t e ,  and n s t l o n a l  m e e t i n g s ,  and (10) 
evaluat  Ion. 
A l t h o u ~ h  much of t h e  r a s p o n s i b i l i t p  f o r  conducting 
the orients t i o n  pro,h:ram belongs t o  the  counselor, other 
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members of t h e  s c h o o l  s t a f f  have c e r t a i n  r e s p o n s l b i l l t l e s  
w h i c h  mlght w e l l  b e  a s s i g n e d  t o  them. I n  t h i s  atudg t he  
f o l l o w i n g  rolea were d i s c u s s e d :  (1) the  ro le  of the  adminis- 
t rator,  ( 2 )  t h e  role of t h e  counselor ,  ( 3 )  the ro le  of the 
t e a c h e r s ,  ( 4 )  t h e  r o l e  o f  t h e  teacher-counselor, ( 5 )  the 
r o l e  of t h e  l F b r a r i a n ,  and ( 6 )  t h e  r o l e  of t h e  health ser-  
v i c e  p e r s o n n e l .  
11. CONCLUSIONS 
Many s c h o o l s  s t i l l  do not  have a formal guidance 
program u n d e r  way; o t h e r s  a r e  working on ways of improving 
and expanding t h e i r  p r e s e n t  progrsms. To develop e f f ec t i ve  
g u i d a n c e  programs, o r  t o  expand t h e i r  p resen t  programs, 
schoole  need  c o n c r e t e  he lp .  
T h e r e  I s  no  one " i d e a l n  guidance program. Ho pro- 
gram aho l l l d  be s u p e r i m ~ o s e d  on any c o m n i t y .  The r i g h t  
Program for any s c h o o l  sys tem grows out of t h e  needs of 
t h e  a t u d e n t a  and t h e  en thus i a sms  a r l s i n g  from the a b i l i t y  
and t r a i n l r l g  of t h e  s t a f f .  
T h e r e  c a n  be no e x a c t  b l u e p r i n t  f o r  a g:idance pro- 
gram. I t  s h ; > u l d  b e  planned and b u i l t  I n  terms of the  
f n c L l l t l n s  of t h e  i n d l v l d u ~ l  school  snd the amoun? and kind 
of q l d n n c e  needed i n  the school .  Th is  will depend ugon t h e  
nurnht3r o f  t r a l n e d  p e r s o n s  on  t h e  s t a f f  and the  amount and 
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qual i ty  of t r a i n i n g  t h a . t  e ach  has  had. 
A new d e c a d e  has p r e s e n t e d  new challenges t h e  
area of g u i d a n c e ,  a s  well a3 t o  t he  e n t i r e  educational pro- 
gram. If t h e  needs  of s t u d e n t s  and o f  soc i e ty  are t o  be 
d e a l t  with e f f e c t i v e l y  i n  t h e  f 'uture,  the  school  must assume 
a l e a d e r a h i p  role, 
B a s e d  on t h e  assumption t h a t  t h e  world i s  becoming 
a n  i n c r e a s i n g l y  complex  p l a c e  t o  l i v e ,  coopera t ion  and team- 
work s e e m  50 have become impe ra t i ve  f o r  continued surv iva l  
and progress. 
G u i d a n c e  i s  a shared r e s p o n a i b i l l t y ;  the re fo re ,  it 
is necessary t o  o b t a i n  the coope ra t i on  and a s s i s t ance  of 
every staff m e m b e r  if the guidance program i s  t o  be effec- 
t l v e ,  T h e  most e f f e c t i v e  p r a c t i c e s  a r e  usua l ly  those devel- 
oped t h r o u q h  t h e  cooperative efforts of the  people who a r e  
to implement them I n  the program. 
T h e r e  will b e  a few t e a c h e r s  who w i l l  have the  DOC- 
essary background and t r a i n i n g  i n  guidance but most w i l l  
have h ~ d  l l t t l e  t r a l n l n g  i n  t h e  f i e l d .  
T h e  g u l d n n c e  program m i s t  be c0ntifluous r a t h e r  than 
spasmod L C ,  rind t h q  t p r o s m m  m u s t  be cons t an t l y  evaluatedm 
RLY: G?'?:EYDGTI ONS 
F u r t h e r  r e s e n r c h  1 s  needed t o  determine wnet.her the 
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t o p i c s  s u g g e s t e d  f o r  d i s c u s s i o n  i n  t h l a  s tudy a r e  among the 
most i m p o r t a n t  t o p i c s  which might  be t r ea ted .  
T h e  m e t h o d s  and d e v i c e s  suggested here f o r  i n i t i a t i n g  
an o r i e n t a t i o n  p r o g r a m  i n  t h e  secondary schools of Creston, 
Iowa, need t o  be placed l n t o  a c t u a l  opera t ion  and evaluated 
i n  terms of t h e  r e s u l t s  ob ta ined .  
S l n c e  a n  o r l e n t e . t i o n  program i n  guidance and counael- 
ing as a f o r m a l  p r o c e d u r e  i s  r e l a t i v e l y  new, t h e  procedures 
s e t  f o r t h  i n  t h i s  s t u d y  w i l l  need t o  be  constant ly  revised 
t o  f i t  n e w e r  recommended p o l i c i e s  and procedures a s  t h e y  
are p r e s e n t e d .  
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